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Introduction 


WordPerfect 5.1 QuickStart is a step forward in the evolution of how a book can 
be organized and structured. The book takes you through WordPerfect step-by- 
step, describing all the fundamentals you need to know about the software. The 
text supplies essential information, provides comments on what you see, and 
describes abstract ideas. Many illustrations help guide you through procedures or 
clarify difficult concepts. 


The titles of all the chapters are listed down the right side of each two-page spread. 
A highlighted rectangle indicates the current chapter; the rectangle moves as you 
move from chapter to chapter. If you flip through the pages quickly, you can see 
the side rectangle moving up and down. By watching the rectangle, you can 
always see where you are in the book. 


What Is WordPerfect? 


WordPerfect is one of the most popular word processing software programs. Why 
is WordPerfect so popular? Because it has all the “basic” features you would expect 
in a word processing package, plus a full complement of advanced features. The 
program is suited to your needs, whether they entail short memos or complex 


documents. 


“What makes WordPerfect attractive is that it gets out of your way,” explains W. E. 
“Pete” Peterson, executive vice president of WordPerfect Corporation. “It's like a 
well-mannered houseguest who is kind enough not to disrupt your life or the way 
you do things.” 
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Introduction 


An editing screen uncluttered by menus or cryptic codes, an abundance of features, 
support for a wide range of printers, and unparalleled customer assistance are just a 
few of the reasons why WordPerfect enjoys the prominence it so rightly deserves. 


What Does This Book Contain? 


Each chapter in WordPerfect 5.1 QuickStart focuses on a particular WordPerfect 
Operation or set of operations. Overall, the book’s movement reflects the steps typical 
in the creation of any document, from entering text to spell-checking and printing. 
Later chapters concentrate on more specialized topics, such as macros, columns, and 
graphics. 


Chapter 1, “Getting Started,” shows you how to start WordPerfect and introduces you 
to the editing screen, keyboard, mouse, and Help system. You also learn the basics 
of using the program: typing text, moving the cursor, making a menu selection, 
printing and saving a document, clearing the screen, and exiting. 


In Chapter 2, “Editing,” you leam to retrieve a file and modify it by inserting and 
deleting text. You also investigate WordPerfect’s hidden codes and two document 
windows. Chapter 3, “Working with Blocks,” shows you how to highlight a block and 


manipulate it in several ways; for instance, you learn to move, copy, delete, print, 
and save a block of text. 


Chapters 4 and 5 cover formatting. First you work with formatting lines and 
paragraphs: you change the left and right margins, insert boldface and italic codes, 
set tab stops, indent text, align text in various ways, and use hyphenation. Then you 
move to formatting pages: you choose the paper size, change the top and bottom 
margins, design headers and footers, number pages, control page breaks, use redline 
and strikeout, and create special characters. You also are introduced to WordPerfect’s 
equation editor for typing complex formulas. And you get a glimpse of WordPerfect's 
potential for creating styles for special document formats. 


After you create a document, you will want to proofread it. Chapter 6, 
“Proofreading,” not only introduces you to WordPerfect's built-in Speller and 
Thesaurus but also demonstrates how to use Search and Replace features to find 
particular words or codes in a document. 


What Does This Book Contain? 


You leam to print a document in Chapter 7. After you see how to select a printer, 
you leam to print from the screen or disk. Other features for controlling print jobs 


are covered also. 


Chapter 8, “Managing Files,” explains how to use WordPerfect’s List Files screen to 
manage your files—for example, to copy a file or change directories. You leam 
also how to use the program’s Document Summary feature, which helps you keep 
track of the contents of your documents. 


The rest of the book deals with more specialized features of WordPerfect. You 
learn the basics of creating macros in Chapter 9, and you create a few macros you 
can include in your own macro library. Chapter 10 covers merging documents, 
guiding you carefully through the steps for creating personalized form letters, 
addressing envelopes, and printing mailing labels. Chapter 11 introduces sorting 
and selecting. In Chapter 12, you practice setting up text columns, and you leam 
how to set up math columns and perform simple math calculations. In Chapter 13, 
you learn how to create tables and enhance them with various alignments, font 
styles, grid lines, and shading. 


Chapter 14, “Referencing,” explains how to create footnotes and endnotes, insert 
the current date into documents, create an outline, number the lines of your text, 
and insert comments into documents. The chapter also presents an overview of 
WordPerfect’s other referencing tools. 


Suppose that you want to illustrate a document with graphics. Chapter 15, 
“Creating Graphics,” shows you how to draw lines, import graphics images, and 
enclose text in a box. 


Appendix A provides step-by-step instructions to install WordPerfect on both a 
hard disk system and a dual floppy disk system. You also learn how to install 
printers and how to select various cartridges and fonts. Appendix B provides a 
reference to WordPerfect’s keyboard commands and pull-down menus. A detailed 
index helps you quickly find the specific information you need. : 
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Introduction 


Who Should Use This Book? 


WordPerfect 5.1 QuickStart is an easy guide for anyone just starting with WordPerfect 
5.1. The book is intended for new users or for people who have not yet been able to 
understand WordPerfect. Basic information is presented to help a first-time user get 
started quickly. And enough essential information is provided so that a more 
experienced user can use the book as a reference tool. 


Where To Find More Help 


After you learn the fundamentals presented in this book, you may want to learn more 
advanced applications of WordPerfect. Que Corporation has a full line of 
WordPerfect books you can use. Among these are Using WordPerfect 5.1, Special 
Edition; WordPerfect Tips, Tricks, and Traps, 3rd Edition; WordPerfect Quick 
Reference, and WordPerfect Applications Library. 


If you find yourself stymied at a particular point, WordPerfect’s Help feature may be 


able to answer your questions. Using Help is explained and illustrated in Chapter 1, 
“Getting Started.” 


Should all else fail, WordPerfect Corporation provides toll-free telephone support: 
1-800-541-5096. The phone staff is helpful and knowledgeable. The line is open from 
7 a.m. to 6 p.m. Mountain Standard Time, Monday through Friday. 


What Hardware Do You Need 
To Run WordPerfect? 


You can run WordPerfect 5.1 on an IBM PC or compatible computer with a hard disk 
drive or dual floppy disk drives. WordPerfect requires DOS 2.0 or later and at least 


404K of memory. A minimum of 512K of random-access memory (RAM) is 
recommended. 


If you plan to run WordPerfect from diskettes, you must have either the higher- 
density 5 1/4-inch drives (1.2M) or the 3 1/2-inch drives. Because WordPerfect comes 
on eleven 5 1/4-inch diskettes or six 3 1/2-inch diskettes, you must frequently swap 
diskettes in and out of your drives if you have a dual floppy disk system. To run 


Conventions Used in This Book 


WordPerfect with fewer interruptions, you probably should invest in a hard disk. 
Although WordPerfect is already a speedy program, it runs faster and performs 
better on a hard disk system. 


Although you can run WordPerfect on a monochrome system without a graphics 
card, you won't be able to see any graphics, font changes, or font attributes (such 
as superscript, italic, and small caps). With a CGA card and a color or monochrome 
monitor, you can see graphics in View Document mode. EGA and VGA systems 
provide better resolution in graphics mode and offer more options for changing the 
screen display colors. To take full advantage of WordPerfect’s graphics capabilities, 
you need a graphics card such as a Hercules Graphics Card or a Hercules InColor 
card. With these cards, while in editing mode, you can see on-screen the various 
attributes as they will appear when printed. 


WordPerfect runs on a wide variety of printers, from dot-matrix to laser. See 
Appendix A for instructions on how to install printers. 


WordPerfect 5.1 supports a mouse, but you don’t need the device in order to use 
the program. Even if you have a mouse, you may decide that you don’t want to 
use it with WordPerfect. WordPerfect works with either a two- or three-button 
mouse. 


Conventions Used in This Book 


Certain conventions are used throughout the text and graphics of WordPerfect 5.1 
QuickStart to help you understand the book. 


Function-key commands are identified both by name and by keystroke(s)—for 
example, Spell (Ctrl-F2). To choose this command, you press and hold down the 
Ctrl key while you then press the F2 key. Menu options are referred to by the 
name of the option, usually followed by the number of the option in parentheses— 
for example, Line (1). You press L or 1 to select the Line option. 


When you press a series of keys, the names of the keys are separated in the text by 
commas; you press and release each key in turn. For example, to move to the top 
of a document, you press and release Home, then Home again, and then the up- 
arrow key. | 
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Introduction 


Text you should type is displayed in boldface. Hidden codes, such as [Tab], appear 
in boldface also. Screen messages appear in a special typeface. 


Within the step-by-step instructions, keys appear similar to those on the keyboard. 
Blue lines emphasize the most important areas of the illustrations. 


Commands accessed through WordPerfect’s pull-down menu system are identified by 
a ©. An instruction marked by this icon provides an alternative to using 
WordPerfect's function-key commands. Although the icon used in this book is a 


mouse, you can access the pull-down menu commands with either the mouse or the 
keyboard. 


Getting 
Started 


Starting WordPerfect 
Understanding the editing screen 
Using the keyboard 
Using the mouse 
Using the Help system 
Typing text 
Understanding WordPerfect’s built-in settings 
Moving the cursor 
Making a menu selection 
Using Cancel (F1) 
Previewing a document before printing 
Printing a document 
Saving and naming a document 


Clearing the screen and exiting WordPerfect 


Chapter 1: Getting Started 


This chapter begins with the basics of WordPerfect: starting the program, looking at 
the editing screen, learning the keyboard, and using the Help feature. You learn 
some fundamental skills for using a word processor, including how to move around 


the editing screen, make a menu selection, print and save a document, and exit 
WordPerfect. 


Before you learn these basic skills, the chapter gives you a brief overview of 
WordPerfect’s features. Because this book is a QuickStart for those just learning 
WordPerfect, some of the advanced features are not covered in this text. You will, 


however, quickly learn to perform a variety of word processing tasks with 
WordPerfect’s many features. 


A ee S. 


Key Terms in This Chapter 


Defaults Standard WordPerfect settings that are in effect each time you 
start the program). 


Status line The bottom line on the WordPerfect editing screen. The status 
line indicates the disk drive, file name, and position of the 
cursor on-screen. From time to time, the WordPerfect status 
line displays system messages and prompts. 


Cursor An on-screen marker that indicates where a character would 


appear if typed. The cursor also marks the location where a 
hidden code will be entered. 


Word wrap A WordPerfect feature that eliminates the need to press the 
Enter (Return) key each time you reach the right margin. With 
word wrap, you need to press Enter only when you come to 
the end of a paragraph, short line, or command. 


Soft return The code inserted at the end of each line when the text reaches 
the right margin and is automatically wrapped to the next line. 


Hard return The code for a carriage retum, inserted when you press the 
Enter key at the end of a line. 


File name A descriptive title that you assign to a file before storing it in 
system memory. 
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An Overview of WordPerfect Features 


An Overview of WordPerfect Features 


WordPerfect offers a range of features for making your word processing tasks 
convenient and efficient. These features enable you to create and edit text 
documents, enhance the basic appearance of the text, check the spelling, print 
documents, and manage files. 


The more specialized features that WordPerfect offers enable you to create 
documents more quickly with macros (prerecorded keystrokes that help automate 
repetitive tasks), merge text files, create mailing labels, sort and select data, format 
text into columns, perform simple math calculations, and create tables. 


Among the valuable reference tools that WordPerfect offers are automated features 
for generating footnotes and endnotes, date and time entries, outlines, line 
numbers, document comments, indexes, tables of authorities, lists, and tables of 
contents. Also among the specialized features are graphics capabilities and options 
for customizing WordPerfect. 


Basic Features 


One of the first features you notice when you start WordPerfect is the uncluttered 
editing screen. Many word processors display a number of indicators and codes 
while you edit, but WordPerfect keeps these to a minimum—freeing most of the 
screen for text. In addition, the document shown on-screen looks very much the 
way it will appear when printed. 


WordPerfect commands are easily accessed with either the keyboard or a mouse. 
When you are using WordPerfect, you will appreciate WordPerfect’s on-line Help 
feature, which provides context-sensitive information about WordPerfect'’s 
commands and keys. Even though you can access all of WordPerfect's commands 
with the function keys, you also have the option of using WordPerfect's system of 
pull-down menus to access many of the same commands. The pull-down menus, 
particularly when accessed with the mouse, are often easier to use for those just 
learning WordPerfect. 


With WordPerfect’s two document windows (on-screen areas in which to work), 
you can view different parts of the same document at once or work on two 
different documents. You can shift between full-screen displays of the two 
windows, or you can split the screen to display both windows. 
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Chapter 1: Getting Started 


Using the program's Block feature, you can designate a specific portion of a 
document on which you want certain commands to have an effect. For example, you 


can use Block to move or copy a sentence or paragraph, display a certain portion of 
text in boldface, or delete a particular passage. 


A number of formatting features enable you to enhance the appearance of text. You 
can adjust margins, use boldface and italic, center text, justify text, hyphenate words, 
change the line spacing and line height, instruct the printer to shift Cleft, right, up, or 
down) before printing, design headers and footers, choose page numbering 
positions, and control where pages break. 


Some other WordPerfect features are useful in particular situations. The Redline and 
Strikeout features are excellent tools for marking suggested editing changes in a 
manuscript. With the Compose and Overstrike features, you can create special 
characters that you might need for foreign languages or equations. A special equation 
editor enables you to produce sophisticated mathematical and engineering formulas. 


WordPerfect’s Styles feature is a powerful tool with which you can control the 
formatting of one document or a group of documents. You specify the formats you 
want in a particular style, and then apply that style to any future documents. You can 
even create a library of styles for use in a variety of document formats. 


The built-in Speller and Thesaunus give you access to a 115,000-word dictionary, as 
well as lists of synonyms and antonyms you can access from the editing screen. 
Among the special printing features is View Document, which enables you to 
preview a document on-screen before you print it. 


File management is handled efficiently through the List Files screen. From that screen, 
you can manipulate files and directories from within WordPerfect much more than 
most word processors allow. With the Retrieve option from the List Files menu, you 
can import or link spreadsheet files from programs such as Lotus 1-2-3, and 
PlanPerfect. And with WordPerfect’s Document Summary feature, you can easily 

keep track of a file’s contents—the file name, the date the document was created, the 


author's name, the typist’s name, and other descriptive information about the 
document. 


Specialized Features 
To help you perform repetitive tasks more efficiently, you can use WordPerfect’s 


Macro feature. The keystrokes and commands that you want to include in a macro 
ure easily recorded and then “played back” whenever you need them. You can keep 
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Starting WordPerfect 


macros for many different operations and call.on a macro with as few as two 
keystrokes. 


WordPerfect's Merge feature enables you to merge text files and thereby save 
valuable time for other tasks. For example, you can merge data from an address list 
into a form letter, or piece together complicated reports. Other tools for handling 
data are WordPerfect’s Sort and Select features. With these features, you can, for 
example, sort phone lists or extract certain ZIP codes from a mailing list. 


In WordPerfect, two kinds of columns are available: text columns and math 
columns. With text columns, you can prepare text in newspaper-style format (for 
magazine articles or newsletters) or in parallel-column format (for inventory lists or 
duty schedules). With math columns, you can perform simple calculations. In 
addition, you can use WordPerfect's Table feature to organize many items of 
related information into a structure that clearly shows their relationships. 


WordPerfect’s referencing features are quite broad in scope. You can supplement 
your documents with footnotes and endnotes, date and time codes, outlines, line 
numbers, document comments, indexes, tables of authorities, lists, and automatic 
references. You can piece together a large project by creating a master document 
to keep track of all the subdocument files that make up the project. And you can 
use WordPerfect’s Document Compare feature to compare a new version of a 
document with a previous version. 


With WordPerfect’s graphics capabilities, you can import graphics images; create 
boxes around text; and enhance a document with borders, rules, shading, and 
many other features. These options are ideal for creating newsletters, brochures, 
and fliers. 


Although WordPerfect comes with certain built-in settings, such as those for 
formatting and screen display, you can customize the program by altering settings 
through the Setup menu. After you become familiar with WordPerfect's standard 
settings, you may want to change a number of these options for your future 
documents. 


Starting WordPerfect 


This section shows you how to start WordPerfect on a hard disk system and on a 
dual floppy disk system. Before you start the program, you must install it. Refer to 
Appendix A for instructions on how to make working copies of your original 
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Chapter 1: Getting Started 


program diskettes, as well as how to install WordPerfect 5.1 and the printers you will 
be using with the program. 


Starting WordPerfect on a Hard Disk System 
Follow these steps to start WordPerfect on a hard disk system: 


Check to be sure that the drive door is open for the floppy drive(s). 
. Turn on your computer. 

. If necessary, respond to the prompts for date and time. 

When the C> prompt appears, type cd \wp51 and press (“Enter). 

. Type wp and press (Enter). 


You should see the opening screen for a few seconds, and then the editing screen is 
displayed. 


Wd WN PP 


If you start WordPerfect and the power fails, the following prompt appears at 
the bottom of the screen when you restart the program: 


Are other copies of WordPerfect currently running? (Y/N) 


Press (N) in response to this prompt. 


Starting WordPerfect on a Dual Floppy System 
Follow these steps to start WordPerfect on a dual floppy disk system: 


1. Insert your working copy of the Program 1 diskette into drive A. 
Note: If you are using an IBM Personal System/2 computer, the main 
program files are combined on one 3 1/2-inch diskette labeled Program 1. 
. Insert a formatted data diskette into drive B. 
. Tum on your computer. 
. If necessary, respond to the prompts for date and time. 
When the A> prompt appears, type b: and press (Enter). 


Drive B is now the default drive, which means that any data you save to 
disk is saved to the diskette in drive B. 


Wo Ww oN 
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6. Type a:wp and press (Enter). 


Understanding the Editing Screen 


WordPerfect's opening screen appears. This screen contains 
WordPerfect copyright information, the version number of your copy, 
and an indication of the default directory used by the operating 


system. 


WordPerfect prompts you to insert the Program 2 diskette. 


7. Remove your working copy of the Program 1 diskette from drive A 
and insert your working copy of the Program 2 diskette into drive A. 


8. Press any key. 


Before you begin to use WordPerfect, you should take a few minutes to become 
familiar with WordPerfect’s screen display and keyboard. 


Understanding the Editing Screen 


WordPerfect displays a document 
almost exactly as it will appear 
when printed. What you see on- 
screen is approximately one-half 
of a standard typed page. The 
main portion of the screen 
displays the document. 


fe. Franklin Abbot 

Director 

Michigan Departaent of Connerce 
-0. Bou 36226 

Lansing. Michigan 418909 


Dear Mr. Abbot: 


MaterNotes malling list. 


with any other Information you think would be helpful. 
I look farward to your valuable Input. 


Sincerely. 


Charles Gosnell 


Thank you for your ull lingness to help uith our public relations 
efforts for the River Park in Indlanapolis. I! have enclosed the 
prelininary market research. Also, I have added your name to our 


Please send us a list of TU and radlo stations In Michigan along 


D:SMPS1NBOOK\PARK .LTR Doc 1 Fg 1 Ln 1” Poa 1” 


Mr. Franklin Abbot 

Diractor 

Michigan Dopartront of Cozaotco 
P.O. Bom 36226 

Lanoing, Michigan 46909 


Doar Hr. Abbots 

Thank you for your willingnega to help with cor public calationa 
offorta for tho River Park in Indianapolis. T have enclosed the 
preliminary market roosarch. Alou, I hava added your nate to our 


WatacNatoe mailing list. 


Plaaao send uo a list of TV and radio staticno in Michigan aleng 
with any othor informaticn you think would be halpful. 


T look forward to your valuablo input. 


Sincarely. 


Charles Goanoll 


| Status line 
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At the bottom of the screen is the status line, which contains information describing 
the cursor’s status. The left side of the status line shows the current document's 
name. From time to time, the document name is replaced temporarily by system 
messages and prompts, such as the following: 


* Please wait * 


Save document? Yes (No) 


You can respond to a prompt by pressing Enter or clicking the left mouse button to 
accept the displayed response, or by typing an alternative response. 


Doc indicates which of two available documents is currently displayed on-screen. 


WordPerfect is capable of holding two documents in memory simultaneously. The 
documents are identified as Doc 1 and Doc 2. 


Pg identifies the number of the page on which the cursor is currently located. 


Ln indicates the cursor’s vertical position in inches (the default) from the top edge 
of the paper. You can change this measurement to centimeters, points, w units 
(1/1200th of an inch), or u units (lines and columns). 


Pos tells you the cursor’s horizontal position in inches (the default) from the left 


edge of the paper. You can change this unit of measurement also. The Pos indicator 
serves these additional functions: 


e The Pos indicator appears in uppercase letters (POS) if the Caps Lock 
key is activated for typing in uppercase. 

e When the Pos indicator blinks, the Num Lock key is activated so that 
you can use the numeric keypad to type numbers. 


e When you move the cursor through boldfaced, underlined, or double- 


underlined text, the Pos indicator number reflects the enhancement of 
the text. 


Status line information appears only on-screen; the information does not appear in 
the printed document. 


Note: Through the Setup menu, you can customize many aspects of WordPerfect's 
screen display. For example, you can change the appearance and color of normal 
text Cif you have a color monitor), specify whether the current file name is displayed 
on the status line, change the way menu letter options are displayed on-screen, and 
specify whether comments are displayed or hidden. 
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Using the Keyboard 
WordPerfect uses the following main areas of the keyboard: 


e The function keys, labeled F1 to F12 at the top of the IBM Enhanced 
Keyboard (or F1 to F10 at the left of the PC or Personal Computer AT 
keyboard). 

e The alphanumeric or “typing” keys, located in the center of the 
keyboard. (These keys are most familiar to you from your experience 
with typewriter keyboards.) 

e The numeric and cursor-movement keys, found at the right side of the 
keyboard. 


Personal Esc Ctrl Typing keys Back space 


Computer 
keyboard 


Function keys 


Alt Enter Cursor movement keys 


Ctrl Back space Esc 


Personal 
Computer AT 
keyboard 


r= Moo me ene E 
Ini 


Function keys 


Alt Typing keys Enter Cursor movement keys 


Using the Keyboard 
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Enhanced Keyboard (PS/2 
computers and others) 


Esc Function keys Back space 


FE) Efe eet) Peele ey EE 


Enter 


Ctrl Alt Typing keys Enter Cursor movement keys 


Function Keys 


As the WordPerfect function-key template illustrates, each function key can carry out 
four tasks when used by itself or in combination with another key. You routinely use 
the function keys to give instructions, called commands, to your computer. To 
activate a WordPerfect command, you press a function key alone or in combination 
with the Ctrl, Shift, or Alt keys. 


aren Alar Cf] Test in Out Tah ALA Fix tenute Font ari | Mere Son Moov Define 
Karal Gaco Jx h aL Mark Teat flash Rats [Colum Tahia Sy le AJ Graphics Muero 
swih Binders S PMT] Oats Oute Cord Pani Format SEI | Mern Cates Reiriee 
ha b tri Ux Thal Tas Undetinc Eri Field Nave Reveal Camden Wack 


| | | m | | | | . | | = = | | m | | -= ~ | It | 
= = Por 3 7 a sue of ee comm ee ee =.. =- mee, amt 4- ee ae em ee ee sm n 


To activate the 


Spell command, 


press and hold 
down Ctrl) 
while you then 


press £2). 
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EIA A 


To activate the To activate the Press (F2] alone 
Replace Backward Search to activate the 
command, press command, press Forward Search 
and hold down and hold down command. 

ALt) while you *Shift) while you 

then press £2). then press {F2). 


Using the Keyboard 


The commands on the WordPerfect template are color coded for easy use: 


e Black means that the key is used by itself. Simply press the function 
key. 

e Green means that you must press and hold down ‘*$hift) while you 
then press the function key. 

e Blue means that you must press and hold down (Alt) while you then 
press the function key. 

e Red means that you must press and hold down (Ctrl) while you then 
press the function key. 


Note: The IBM Enhanced Keyboard has 12 function keys. If your keyboard has 
only 10 keys, you still can use all of WordPerfect’s commands. 


Some function keys are used as toggle switches to turn on and off a feature. For 
example, to create boldfaced text, first press F6 (to turn on Bold) and then type the 
text you want printed in boldface. To turn off Bold, press F6 again. i 


When you press some of the function keys, menus appear on-screen. For example, 
when you press Ctrl-F7, your system displays the Footnote menu. 


Other function keys start a feature that you end by pressing the Enter key. For 
instance, you begin the Center feature by pressing Shift-F6, and you end centering 
by pressing Enter. 


Note: The commands assigned to the function keys when you first start 
WordPerfect are the default definitions for those keys. WordPerfect gives you the 
option of switching to other keyboard definitions so that the keys on your 
keyboard—the function keys as well as other keys—perform different commands 
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or functions. You also can customize your keyboard by assigning alternate definitions 
to specified keys. In addition, you can display a map of any user-defined keyboard. 
To access WordPerfect's feature for alternate keyboard definitions, use the Keyboard 
Layout option on the Setup menu. 


Alphanumeric Keys 


The alphanumeric keys work similarly to those on a typewriter. Keep in mind a 
critical but easily overlooked difference between composing with a typewriter and 
composing with WordPerfect: when you type regular text in WordPerfect, you do not 
need to press the Enter key to end lines at the right margin. When you type text and 
reach the end of a line, the text “wraps” automatically to the next line. 


You can use the Enter key as a carriage retum. You press Enter to insert blank lines 


in your text, such as the lines that separate paragraphs. You can use the Enter key 
also to initiate some commands in WordPerfect. 


The Shift, Alt, and Ctrl (Control) keys are part of the alphanumeric keyboard. The 
Shift key creates uppercase letters and other special characters, just as it does on a 


typewriter keyboard. Shift also is used with the function keys to carry out certain 
operations in WordPerfect. 


The Alt and Ctrl keys are used with other keys to provide WordPerfect capabilities ` 
that a single key cannot provide. The Alt and Ctrl keys don’t do anything by 
themselves, but they work with function keys, number keys, or letter keys to operate 
various commands in WordPerfect. 


Cursor-Movement Keys 


The cursor is the blinking underline character that marks the location on the screen 
where the next character you type will appear. In addition, the cursor marks the 


location in your text where codes will be entered (such as those used to create new 
margin settings). 


You use the keys marked with arrows at the far right of the keyboard to control 


cursor movement. When you press an arrow key, the cursor moves in the direction 
indicated by the arrow on that key. 
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Using the Mouse 


— a Á 


Introduction 


If you try to use an arrow key to move the cursor on a blank screen, nothing 
happens. WordPerfect doesn’t permit the cursor to move where nothing exists. The 


cursor moves only through text, spaces, or codes. i Editing 
When the Num Lock key is activated, the cursor-movement keys become the Working 
numeric keys, which can be used to type numbers. with Blocks 
Note: WordPerfect offers an option for changing the rate of speed at which the — 


cursor moves. The Cursor Speed option is available through the Environment Paragraphs 
option on the Setup menu. 


: Formatting 
Pages 
Using the Mouse , Proofreading 
WordPerfect 5.1 supports a mouse, but you don’t need the device in order to use Printing 
the program. Even if you have a mouse, you may decide that you don’t want to 
use it with WordPerfect. The mouse serves two main purposes: it is used to make ao 
e e e e r lies 
selections in most menus, including the new pull-down menus; and it marks text so 
that you can perform a block action (such as deleting or moving) or make a Creating 
modification (such as underlining or centering). Macros 
The mouse you are using has Merging 
, Documents 
either two or three buttons; you 
can use either kind of mouse with Sorting and 
WordPerfect. Selecting 
Using 
Columns 
Creating 
Tables 
Referencing 
Creating 
Graphics 
Appendix A 
Appendix i3 
Index 
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Mouse buttons can be used in four basic ways: (1) you can press and then quickly 
release a button (this process is called clicking, as mentioned earlier); (2) you can 
quickly press and release the button twice (this process is called double-clicking); (3) 
you can press and hold down a button while you then move the mouse (this process 


is called dragging); or (4) you can press and hold down one button while you click 
another button. 


Although you can position the mouse pointer (a block cursor) in blank areas of the 
screen, where no text or codes exist, clicking on a blank area places the mouse 
pointer at the last text character or code. 


Note: Many different types of mouse devices are available, and WordPerfect can 
work with most of them. However, you must specify what type of mouse you are 
using and how it is connected to your computer. In addition, you can change the 
way WordPerfect responds to some mouse operations. You can customize 


WordPerfect for your mouse and the options you want by selecting the Mouse option 
on the Setup menu. 


Using Help 


WordPerfect has an on-line Help feature that you can access while working on 

WordPerfect documents. The screens in the Help system can help you learn more 
about WordPerfect commands and keys. Also included in the Help system are two 
valuable tools: an alphabetical listing of all WordPerfect features and an on-screen 


function-key template. Use these tools as reference aids for finding the WordPerfect 
command you need. 


Accessing the Help Screens 


If you have a question about a WordPerfect command or key, you can access the 
Help system by pressing Help (F3). 
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Help uP S.1 11/0609 


Press any Ictter to get an alphabetical list of features. 
The List wlll include the features that start with that letter, 


along with the nance of the key ubere the feature Ie fount. You 
can then press that hey to get a description of how the feature 


i WordPerfect 
displays the 
opening Help 
screen. 


Press any function hey to get information about the use of the key. 


Some keys may let you choose fron a menu to get nore Information 
about various options, Press HELP again to display the tenplate. 


Selection: 0 (Press ENTER to exit Help) 


Format 


Contains features which change the current document’s format. Options on 
the Line, Page and Other menus change the setting fron the cursor 

position forward. Document Format options change a setting for the entire 
- document. Yo change the default settings pernanently, use the Setup hey. 


Press the key about 
which you want more 
information. For example, 
press (¢Shift} F8) to 
display the Format Help 
screen. From that screen, 
press (2) to learn more 
about page formats. 


If Block Is On, press Format to protect a block. You can use Block 
Protect to keep a block of text and codes together on a pago (cuch os a 
paragraph which may change in size during editing). 


1 - Line 


2 - Page 
3 - Docunent 
4 - Other 


Mote: In WordPerfect 5.1, you can enter measurenents In fractions (e.g., 24") 
as well as decimals (e.g., .75"). UordPerfect ulil convert fractions to 
their decinal equivalent. 


(Press ENTER to exit Help) 


Selection: 0 


You can also access the Help system with the mouse. Click the right mouse button 
to display WordPerfect's pull-down menu system across the top of the screen. (You 
will learn more about the pull-down menus later in this chapter.) 
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Place the mouse pointer on 
the Help option and click 
the left button to display the 
Help pull-down menu. 


File Edit Search Layout Mark Tools Font Graphics 
Index 
Template 


From anywhere in the program, you can press Help (F3) to access context-sensitive 
information about the feature you are using. WordPerfect’s Help screens explain the 
function-key commands and menu options, as well as the Esc, Del, Ins, Backspace, 

Tab, Home, and arrow keys. ; 


Using the Help Files 


WordPerfect's Help files are located on the Program 1 diskette. If you get an error 
message indicating that WordPerfect cannot find the Help files, insert the Program 1 
diskette into a floppy disk drive, close the drive door, type the drive letter and a 
colon (a:, for example), and press Enter. Help now should be displayed properly. 


Displaying the Alphabetical Feature List 


The alphabetical feature list provides the name of each feature along with the key 
name and keystroke(s) required to access that feature. After you access Help (F3), 
type any letter of the alphabet to view a list of the features that begin with that letter. 


Features [A] WordPerfect Key Keystrokes 


Absolute Tab Settings 
fcceleration Factor (Mouse) 


Pasweurd 
fbddltional Printers 
Advance (Yo Position, Line, ctc.) 
Advanced acro Commends (Macro Editar) 


Shft-F6,1,8,t.1 


Ad Merge Coder 

Align/Dec inal Character 

Aligo Text on Tabs 
Alphabetize Text 

Alt-Ctrl Key Mapping 

Alt-= 

Appearance of Printed Tert 
Append Text to a Fijo (Block On) 
ftppend to Clipboard (Block On) 
ASCII Text File 

Ass iga 

Ascign Variable 

frittributes, Priuted 
Attributes, Screen 

More... Press a to contimc. 


Selection: 0 (Prezz DITER to exit Help) 
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To display a list of 
features that begin with 
the letter A, press (F3) 
and then press (A). 


Typing Text 


Displaying the On-Screen Template 


The on-screen template shows the command assignments for all the function keys 
and function-key combinations. 


WordPerfect S.1 Template (IBN Layout) 


Legend: 
Ctrl + Function Key To display the on- 
___->Indent SHIFT + FUNCTION KEY 

Tab Align f ie 2s Tauck ion Kew) screen template, 


Function Key alone 
press (£3) twice. 


Move 
=) [INDENT <- 


— Euit 


tterge/Sart 
MERGE CODES 


uraphics 


End Fleld 


Selection: 0 (Press EXTER to exit Help) 


If you lose your WordPerfect function-key template, you can display the on-screen 
template, press Print Screen on an Enhanced Keyboard (or Shift-PrtSe on a PC 
keyboard) to print the screen, and then use red, green, and blue highlighters to 
create your own function-key template. 


Exiting Help 


After you have reviewed the Help information, you can retum to your file by using 
either of two methods. Press Enter or press the space bar. 


Typing Text 

With a word processor, you can get words on-screen as fast as you can type them. 
In a short time, you will realize that putting words on-screen can be far easier than 
putting them on paper. WordPerfect doesn’t think or plan for you, of course, but it 
certainly simplifies self-expression. 


At any stage of the writing process, you can easily revise your words on-screen. 
With a word processor, you can freely alter what you write; you can insert new 
words, delete ones you don’t want, and move up and down through a document 
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to see what you've written. Because you can alter text so effortlessly, you can first 
focus on getting words on-screen; you can later edit and revise the text. If you are a 
poor typist, you can leave spelling errors for WordPerfect’s Speller to catch. 


With WordPerfect’s many formatting features, you can change the look of the text on 
the page, as you will see in subsequent chapters. You can, for example, change 
margins, indent text, vary line spacing, control word spacing, put text in columns, 
create headers and footers, and right-justify text. In this section, though, you examine 
the built-in settings that WordPerfect assumes most users want (at least initially). Later 
you learn how to modify these default settings to meet your needs. 


Understanding WordPerfect’s Built-In Settings 


Before you even put fingers to keys and begin typing, WordPerfect has been at work 
for you. You will recall from your experience with a typewriter that you must do 
some formatting—for example, set margins, line spacing. and tabs—before you begin 
composing. With WordPerfect, you don't need to make any formatting decisions 
before you begin unless the preset values do not suit you. 


WordPerfect comes with a number of default settings—for margins, tab settings, base 
font (basic character style), line spacing, and other features. Note that WordPerfect 
does not include page numbering as a default, nor does the program automatically 
use hyphenation. You should be familiar with the basic default settings before you 
begin writing. Subsequent chapters, especially those devoted to formatting and 
printing, offer many ways you can alter the look of a document. 


Note: Through the Initial Settings option on the Setup menu, you can change a 
number of WordPerfect's built-in settings. For instance, you can change the 
formatting specifications for all future documents, change the date format, and 


change the default repeat value (the number of times a character is repeated when 
you press Esc). 


Single spacing | 


1-inch 


margin 1/2-inch tabs 


ES ë hE ë fife «EE Gini GE A ES see 
eptesscr 13. 1990 


3 Goethe Street 
ħicago., Illinois #0610 


bese Me. Stainer: | 
Theaok you fort inquiring about "The Seed and tha Soils A Bicdyraale 
ecepective.” the Nidvest Reglonal Conference of the Biodynanuic Faraing 
nd Gardening Association. Tha conferance will be held from Cetober ?- 
È: 1990, in the Barn Abbey at New liistasny, Indiana. The realerractor| 
achet you requested ie enclosed. 
ET" Thie cenference narka the firat of its hind in the Midwest. If rouee 
ew to biodynanic gatdening. you'll have a care opportunity to learn freca 


he experts. If you're an experienced blodynasic garderer, you’l) | 
| Kew Harnony, once the site of two utopian and agrarian cuzauníities 


ble to mingle and avep secrete vith fellow enthusiasts. 

nthe early nineteenth century, is an ideal setting for aur ecnference 
You'll find a nep in the registration packet to help you find your way, 
þere. Driving tine fron Chicago is roughly 5 1/2 hours. | 


Thank you for your interest In the Midwest Regional Ccenfetence cf the 
frecynente Farcuing and Cerdening Association, We look forward tu naet ical 
end working with you in October. 


sincerely yours, 


actrude Jekyll 


1-inch 
margin 


8 1/2-by-11-inch sheet 


Text justified at left 
and right margins 
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Entering Text 


As you type in WordPerfect, characters appear at the location of the cursor. After you 
type a few words, look at the Pos indicator on the status line. This value increases 
as you type and as the cursor moves horizontally across the line to the right. 
WordPerfect doesn't require you to press Enter to end a line, but inserts a soft return 
at the end of each line and wraps the text to the beginning of the next line. This 
feature is called word wrap. 


Think of a place that you can either visit or remember quite 

clearly, a place to which you have strong reactions. Urite a 

personal description of it, tah dea nd aia for yur ea! 

the fence of I teri ace *ve chosen : 
oe ee To end a paragraph or insert 


Details are essential In picturing vhatever Ix described. Try to blank lines in the text, use 
think of rich and suggestive words and phrases that uill evoke 

emotional responses in your readers. Appeal to the senses. Use the Enter (Return) key. 
comerete nouns and active verbs. 

When you come to the end 
of the last sentence in a 
paragraph, press (~Enter) 
twice. 


C:\MPSINBOOMNDESCRIBE. TXT Doc 1 Pg i Ln 1” Pos 1” 


When you press Enter the first time, WordPerfect inserts a bard return. When you 


press Enter the second time, WordPerfect inserts another hard retum, creating a blank 
line in the text. 


Moving the Cursor 


You move the cursor through text in WordPerfect by using either the keyboard or the 
mouse. Keep in mind that WordPerfect does not allow the cursor to move where 
nothing exists. The cursor moves only through text, spaces, or codes. 
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Moving the Cursor 


Moving the Cursor with the Keyboard 


You can move the cursor through a document with the cursor-movement keys on 
the numeric keypad: the up-, down-, left-, and right-arrow keys; the PgUp, PgDn, 
Screen Up, and Screen Down keys; GoTo (Ctrl-Home); and Esc (the Repeat key). 


The Arrow Key's 


Use the keys marked with arrows to control cursor movement. When you press an 
arrow key, the cursor moves in the direction indicated by the arrow on that key. 


moves the cursor up one line. 


moves the cursor down one line; when you press this key to move the 
cursor down through the text, it is automatically reformatted. 


moves the cursor one position to the left. 


moves the cursor one position to the right. 


moves the cursor one word to the right. 


moves the cursor one word to the left. 


moves the cursor to the right end of the line. 


JE- 
=k moves the cursor to the left edge of the screen. 

| 1] 
moves the cursor to the tọp of the document. 
aa moves the cursor to the bottom of the document. 
J) p=) moves the cursor up one paragraph. 
= Ed 
R) 
moves the cursor down one paragraph. 
aoe d 
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PgUp Je] and PgDn 


Use the PgUp and PgDn keys to move the cursor a page at a time. When you press 
either of these keys, the message Repositioning appears on the status line. 


PgUp) moves the cursor to the top of the preceding page. 


Pg0n) moves the cursor to the top of the next page. If there is no additional page, the 
cursor moves to the bottom of the current page. 


L] Screen Up and Screen Down 


Be sure to use {-] and +] on the numeric keypad, not the keys at the top of the 
keyboard. 


(-) or {Home].t] moves the cursor to the top of the screen or to the preceding screen. 


(+) or (Homel +) moves the cursor to the bottom of the screen or to the next screen. 


[3 tome GoTo 


Use GoTo (Ctrl-Home) with other keys to move to a specific page or character in a 
document. You can use GoTo also to move to the top or bottom of the page. 


After pressing certain keys, you can press GoTo (Cul-Home) alone to move the 
cursor to its starting position. The cursor returns to its starting position only after you 
have used one of the following keys or key combinations: Esc, GoTo, Home and 


arrow keys, PgUp or PgDn, Forward Search or Backward Search, Replace, or Screen 
Up or Screen Down. 


To move to a specific page in the document, press (Ctrl)'Home), the page number, 


and Enter). 


To move to a specific character in the document, press {Ctr Home) and the character 
(nonnumeric). 


To move to the top of the page, press ‘Ctri). Home). (1). 
To move to the bottom of the page, press Ctr Home), i+). 


To retum to the cursor's original position, press (Ctrl) Home) twice. 
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Je Esc 


Use Esc (the Repeat key) to repeat an operation 72 number of times. You can use 
Esc to move the cursor 7? number of characters (right or left), n number of words 
(right or left), n number of lines (up or down), n number of paragraphs (up or 
down), or #2 number of pages (forward or backward). 


Usually, the value of n is 8; that is, WordPerfect repeats 8 times. But you can 
change this repeat value. Press Esc, enter the number of repetitions, and then press 
the key you want to repeat. For example, to move the cursor down 15 lines, press 
Esc, type 15, and press the down-arrow key. 


Some keys on the keyboard automatically repeat when you hold down the key. 
Many other WordPerfect features can be repeated only with the aid of the Esc key. 


You can use the following keys or features with the repeat value: 


e Cursor-movement keys 

e Del, Delete to End of Line, Delete to End of Page, and Delete Word 
e The Macro feature 

e PgUp and PgDn 

e Screen Up and Screen Down 

e Word Left and Word Right 

e Paragraph Up and Paragraph Down 


To move the cursor n characters to the right or left, press (Esc), enter the number of 
characters (72), and press (>) or (+). (Note that the default number of characters is 8.) 


To move the cursor right or left n number of words, press (Esc), enter the number 


of words, and press (Ctri){) or (Ctri)[€). 


To move the cursor down or up n number of lines, press (Esc), enter the number 
of lines, and press (£) or (t). 


Moving the Cursor with the Mouse 


You can use the mouse to position the cursor anywhere on the screen by placing 
the mouse pointer at a specific spot and clicking the left button. Dragging the 
mouse (pressing and holding down a button while you move the mouse) enables 
you to scroll the text up, down, left, or right to see more of the text on-screen. You 
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cannot move the cursor through “dead space” (space with no text or codes) beyond 


where you stop typing. If you place the mouse pointer in dead space and click the 
left button, the cursor moves to the nearest text. 


To move the cursor one character to the left, place the mouse pointer one space left 
and click the left button. To move the cursor one character to the right, place the 
mouse pointer one space right and click the left button. 


To move the cursor from word to word, place the mouse pointer anywhere in the 
word to which you want to move, and click the left button. 


To move the cursor up or down a line, place the mouse pointer on the line to which 
you want to move, and click the left button. 


To scroll up line-by-line through a document, place the mouse pointer anywhere in 
the top line, press and hold down the right button, and drag the mouse to move the 
pointer upward. To scroll down line-by-line through a document, place the mouse 
pointer at the bottom of the screen, and simply press and hold down the right 
button. Scrolling stops when you reach the top or bottom of the document. 


You can scroll left or right to see text not visible on-screen by holding down the right 
button and dragging the mouse to the left or right edge of the screen. Scrolling stops 
when you reach the beginning or end of the line. 


Making a Menu Selection 


WordPerfect uses three types of menus: one-line menus, full-screen menus, and pull- 
down menus. Many times when you press a function key or function-key 
combination, a one-line menu appears at the bottom of the screen. Other commands 
in WordPerfect display full-screen menus. WordPerfect’s pull-down menus provide an 


alternative method of accessing most of the same commands you can activate from 
the one-line or full-screen menus. 


One-Line and Full-Screen Menus 


You can make a selection from a one-line or full-screen menu in any of three ways: 


e Press the highlighted letter in the name of the menu option. 
e Press the number that appears just before the menu option. 
e Place the mouse pointer on the option and click the left mouse button. 
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Making a Menu Selection 


mm ee 


1 Coluans; 2 Tables: 3 Math: 0 


Line Specing 
Justification Margins Left/Right 

Line Helght Tab Set 

Line Munber ing Uidow/Orphan Protection 


2 - Page 


Center Page (top to bottan) Page Munber ing 
Force OddvEven Page Paper Size/Type 
Headers and Footers Suppress 
Margins Top/Botton 


3 - Document 
Display Pitch Redt ine Method 
Initial Codez/Font Summary 


4 - Other 


Ad vance Overstrike 
Conditional End of Page Printer Funet loans 
Decimal Characters Underline SpacesTabs 
Language 


Selection: 0 


Format: Line 


1 - Myphenation 


2 - Hyphenation Zone - Left 
Right 


3 - Justification 
4 - Line Helght 
S - Line Munbering Ma 


G - Line Spacing 


7 - Margins - Left 
Right 


B ~ Tab Set Rel: -1", every 0.5” 
9 - UldowOrphan Protection Mo 


For example, press (AIt}(EZ) 
to display the one-line 
Columns/Tables menu. To 
select Tables (2), use any of 
these techniques: 


e Press (T). 
e Press (2). 


e Click on the Tables 
(2) option. 


When you press Format 
(Shift-F8), the full-screen 
Format menu appears. To 
select Line (1), use any of 
the same techniques: 


e Press ÍL). 

e Press [1). 

e Click on the Line 
(1) option. 


After you choose Line (1), 
the Format: Line menu is 
displayed. From this 
menu, you can choose 
other options, such as 
Margins (7), the option for 
adjusting the margin 
settings. 
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Within menus, you click the left mouse button to select menu choices. If you have 
turned on Assisted Mouse Pointer Movement from the Setup menu, and if the menu 
list normally would place the cursor at the bottom of the screen for either typed input 
or a menu choice, WordPerfect will move the mouse pointer to the bottom of the 
screen. Otherwise, you need to reposition the mouse pointer for each prompt. When 


a prompt line for entering values appears, position the mouse pointer on the menu 
selection you want, and click the left mouse button to select your choice. 


If you change your mind and want to back out of a menu selection from a one-line 


or full-screen menu, press Exit (F7). If you have a mouse, you can back out of a 
menu by clicking the right mouse button. 


Pull-Down Menus 


Pull-down menus provide an alternative to using the function keys to access 
WordPerfect menus. The pull-down menus, which group commands according to 
major categories of functions, make it easier for the occasional or new user to 
become familiar and productive with WordPerfect. For those who prefer to activate 


commands with the mouse instead of the keyboard, the pull-down menus are easily 
accessed with the mouse. 


The menu bar across the top of the screen offers nine main choices. Each of these 
menu choices leads to a pull-down menu. Some of the options on pull-down menus 
lead to further options, displayed in pop-out menus. If a menu option contains a pop- 


out menu, an arrow appears to the right of the option. If a menu option appears in 
brackets, it is not available for selection at this time. 


The File pull-down menu 
includes, for example, the Setup 
option, which leads to the Setup 
pop-out menu. 


List Files 
Summary 


Print 


Setup 


Display 
Environnent 
Initial Settings 
Keyboard Layout 
Location of Files 


Making a Menu Selection 


WordPerfect uses pull-down menus as a gateway to the regular menu system. For 
instance, if you want to print a document, you can use the function-key 
combination for Print (Shift-F7) to access the Print/Options screen from which you 
make your printing selection. Or you can choose Print from the File pull-down 
menu to access the same Print/Options screen. 


Because you can make so many selections with either the familiar function keys or 
the new pull-down menus, this book includes instructions for both methods. The 
book’s emphasis, however, is on the function-key approach. Each time you see 
steps describing a procedure, the pull-down alternative, if available, is described 
after the function-key procedure. Even though you can access the pull-down . 
menus without using a mouse, a mouse icon (OÐ) will remind you that the 
procedure described uses the pull-down menus. 


You access the pull-down menus in either of two ways: 


e If you have a mouse, click the right button, and the menu bar (if not 
already permanently visible) appears at the top of the screen. 


e If you don't have a mouse (or don’t want to use it), press Alt) =). 


After you have activated the menu bar, you can make choices with the mouse or 
the keyboard. To make a selection with the mouse, move the mouse pointer to the 
option you want, and then click the left mouse button. To make a selection with 
the keyboard, press the highlighted letter for your choice. As an alternative to 
pressing the highlighted letter, you can use the arrow keys; the right- and left- 
arrow keys move across the menu bar, whereas the up- and down-arrow keys 
highlight the menu selections. After you have highlighted your choice, press Enter 
to select it. 


If you change your mind, you can back out of the pull-down menus one level at a 
time by pressing Esc, Cancel (F1), or the space bar. To back out of all the menus at 
once and remove the menu bar from the screen, press Exit (F7). If you are using 
the mouse, you can click the right button to exit; if some of the menus have been 
pulled down, clicking either button outside a menu also enables you to exit. 


Note: One of the ways you can customize the WordPerfect screen display is by 
making the pull-down menu bar visible at all times. From the Setup menu, you can 
choose to display the menu bar permanently, as well as display a separating line 
between the menu bar and the rest of the editing screen. 
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Accessing the pull-down menus is easier if you use the mouse rather than the 
keyboard. You can easily choose items from pull-down menus by moving the mouse 
and clicking (quickly pressing and releasing) the left button. Initially, moving the 
mouse makes the mouse pointer appear on-screen; further movements produce 
corresponding on-screen movements of the mouse pointer, enabling you to make 


menu Selections and block text. Pressing any key makes the mouse pointer 
disappear. 


When the pull-down menu bar is displayed, you can use the left mouse button to 
perform the following tasks: 


e Make visible the menu items for one of the nine menu bar choices by 
either clicking on the choice you want or dragging the mouse across the 
pull-down menu bar. 

e Select a menu item by clicking on it. 


e Highlight each choice within a pull-down menu by dragging the mouse 
down the menu. If you highlight a menu item that has a pop-out menu, 
the menu will pop out. You can then drag the mouse down that menu to 


highlight your choice. Release the mouse button to select the highlighted 
choice. 


From the editing screen, you can use the right mouse button to manage the pull- 
down menus in the following ways: 


e If you have tumed on Assisted Mouse Pointer Movement from the Setup 
menu and if the menu bar is not permanently visible, clicking the right 
mouse button makes the menu bar appear and places the mouse pointer 
on the word File on the menu bar. 


e If you have turned on Assisted Mouse Pointer Movement from the Setup 
menu and if the menu bar is permanently visible, clicking the right 


mouse button places the mouse pointer on the word File on the menu 
bar. 


Using the Cancel Command 


The Cancel command (the F1 “oops” key) enables you to perform these tasks: 


e Back out of a menu without making a selection. 
e Restore text you have deleted. 
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Using the Cancel Command 


-—a = o.m oo 


When you use Cancel (F1) to back out of a menu, the most recent command is 
canceled, and you are retumed to either the preceding menu or your document. 
When you use Cancel (F1) to restore text, WordPerfect retrieves one of the last 
three items you have deleted. An “item” in this case means the characters (letters, 
numbers, or punctuation) deleted before you moved the cursor. Cancel (F1) always 
acts as an “undelete” key when a menu is not visible. 


Pressing more than one button on the mouse has the same effect as Cancel (F1). 
On a two-button mouse, holding down one button while clicking the other button 
is the same as pressing Cancel (F1). On a three-button mouse, clicking the middle 
button is the same as pressing Cancel (F1). 


Backing Out of a Menu 


With some one-line and full-screen menus, WordPerfect disregards your selections 
if you leave the menu by pressing Cancel (F1). These menus display a message that 
instructs you to leave the menu by pressing Exit (F7) if you want to save your 
selections in memory. 


You can press Cancel (F1) to return to a preceding one-line or full-screen menu 
without making a choice from the current menu. When there is no preceding menu 
to which to return, you are returned to the current document. 


Pressing Cancel (F1), Esc, or the space bar enables you to back out of the pull- 
down menus one level at a time. To back out of all the pull-down menus at once 
and remove the menu bar from the screen, press Exit (F7). With the mouse, you 
can click the right button to exit; if some of the menus have been pulled down, 
clicking either button outside a menu also enables you to exit. 


Restoring Deleted Text 


Press Cancel (F1) to restore deleted text to its original location or to another 
location. Remember, however, that WordPerfect stores only the last three deletions. 
When you make a fourth deletion, the oldest of the three preceding deletions is 
erased from memory. 


Cancel (F1) is not used to remove the hidden format and character codes that 
control formatting and character display. See Chapter 2, “Editing,” to learn how to 
remove hidden codes. 
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Previewing a Document before Printing 


Use the View Document feature to preview a document before printing it. You save 
costly printer paper and time by first previewing your document, making changes if 
needed, and then printing the document when you are certain that it’s perfect. You 
will learn more about the View Document feature in Chapter 7. 


To view a document, follow these steps: 


1. Display on-screen the document you want to preview. 
2. Position the cursor anywhere on the page you want to view. 
3. Press Shift EŻ) to activate the Print command. 

CD Access the File pull-down menu and choose Print. 
4. From the Print menu that appears, select View Document (6). 
5. Select 200% (2) to view the document at twice its actual size. 
6. Press (F7) (Exit) to retum to the regular editing screen. 


Think of a place that you can eit A document viewed 
Clearly, a place to which you have - : 
personal description of it, attemptin on-screen at twice its 


the experience of seeing or enterin . 
vrite about. actual size. 


Details are essential in picturing v 
think of rich and suggestive words 
enotional responses in your readers. 
concrete nouns and active verbs. 


3 Full Page 4 Faring Page: 


You can press PgUp, PgDn, or GoTo (Ctrl-Home) to view other pages of the 
document. Note that you cannot edit the previewed version of a document. 
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Printing an Unsaved Document 


With WordPerfect, you can be flexible about printing. You may not want or need to 
save every document to disk. If you do not want to save a document, WordPerfect 
still enables you to print the document without requiring you to save it to disk first. 
Printing in this manner is called “making a screen print,” because you print what 
has been created on-screen and then stored in temporary memory (also known as 
random-access memory or RAM). 


Before you print, you must be sure that your printer is installed and selected 
properly. See Appendix A for instructions on installing printers; see Chapter 7, 
“Printing,” for instructions on selecting a printer after it is installed. 


To print the document on-screen, follow these steps: 
1. Press (¢Shift](E7) to activate the Print command. 


(1) Access the File pull-down 
menu and select Print. 


Password > 


List Files 
Summary 


Setup > 


Goto DOS 
Exit 


The Print menu 
is displayed. 


Are 
3 - Docunent on Disk 
4 - Control Printer 
S -— Multiple Pages 
6 - View Docunent 
7 - Initialize Printer 


2. To print more than 
one page, select 


Options 


S - Select Printer 
B - Binding Offset 
N - Muaber of Copies 1 

U — Multiple Copies Generated by WordPerfect 
G — Graphics Quality Mediun 

T - Text Quality 


To print a single 
page or less, select 
Page (2). 
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WordPerfect displays a * Please wait * message on the status line as the 
program prepares to print the text. If the printer is properly configured and hooked 
up, printing should begin almost immediately. 


A document does not have to be on-screen for you to print it. With WordPerfect, you 
can print any number of documents stored on disk (floppy or hard). You can even 
have documents in both windows and print a document stored on disk. The various 
ways of printing and managing print jobs are discussed in Chapter 7. But you know 
enough now to make a quick print of the text on-screen. 


Saving, Exiting, and Clearing 


What you see on-screen is a temporary display; only the documents you transfer to 
disk storage are secured for future use. Usually, you keep copies on disk of the 
documents you create. As a rule, you should save your work every 10 or 15 minutes. 
Use either of two methods to save a document to disk: (1) save the document with 
the Save (F10) command and remain in WordPerfect, or (2) save the document with 
the Exit (F7) command and either clear the screen or exit WordPerfect. Keep in mind 
that before you can work on a new document or before you can retrieve a 
document, you must clear the current document from the screen. 


Note: WordPerfect offers two automatic backup features through the Environment 
option of the Setup menu: Timed Document Backup and Original Document Backup. 
With the Timed Document Backup option, at specified intervals WordPerfect 
automatically saves to disk the document displayed on-screen. With the Original 


Document Backup option, WordPerfect saves both the original file and the edited 
version. 


Saving a Document to Disk and Remaining in WordPerfect 


The first time you save a document, WordPerfect prompts you for a file name. 
Suppose that you have created a document and you now want to save the file. With 
the document on-screen, follow these steps: 


1. Press (F10) to activate the Save command. 
( Access the File pull-down menu and select Save. 
The following prompt appears on the status line: 
Document to be saved: 


2. Type a file name for the document and press Enter). 
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Saving, Exiting, and Clearing 


The document remains on-screen, and you can continue working. 


A file name consists of a root name of one to eight characters, followed by an 
optional extension of one to three characters. If you use an extension, you must 
separate it from the root name by a period (.). When you name a file, you must 
observe the file-naming guidelines of your operating system (MS-DOS or PC DOS). 
After you name and save a file, the file name is displayed on the left side of the 
status line. You should choose a file name that is descriptive of the file’s contents. 


Naming a File 


Unacceptable 


(The name has too many characters. 
WordPerfect will shorten the name to 
FILENAME.) 


FILENAMES 


A “AS 


(Quotation marks cannot be used in a 
file name.) 


1/23/89 


1-23-89 (/ is not an acceptable character.) 


(A comma cannot be used in a file 
name.) 


december.90 december,90 


ASSETS.FILE (The extension is too long. 
WordPerfect will shorten the name to 


ASSETS.FIL.) 


ASSETS.DOC 


REPORTNEW (The period before the extension is 
missing. WordPerfect will shorten the 


name to REPORTNE.) 


REPORT.NEW 


(Spaces are not allowed in file names. 
WordPerfect will shorten the name to 
DEC.) 


WordPerfect responds a bit differently when you want to save a file that you've 
saved before. When you press Save (F10) or select Save from the File pull-down 
menu, WordPerfect asks whether you want to replace the file on disk. If, for 
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example, you have saved a document called REPORT.TXT, WordPerfect displays a 
prompt similar to the following: 


Document to be saved: C:\WP51\BOOK\REPORT.TXT 


If you want to keep this same file name for the new version of the document, press 
Enter. WordPerfect then displays the following prompt: 


Replace C:\WP51\BOOK\REPORT.TXT? No (Yes) 


Select Yes to replace the previous version with the new version. Or select No, 
rename the file, and save it under a different name. If you want to save the document 
on-screen under a different file name, use the right-arrow key to move the cursor to 
the previous file name and change it accordingly. You can change any of the 
information following the Document to be saved: prompt. 


Saving a Document to Disk and Exiting WordPerfect 


If you want to save a document to disk and exit WordPerfect, follow these steps: 


1. Press (EZ) to activate the Exit command. 
Cd Access the File pull-down menu and select Exit. 
WordPerfect displays the following prompt: 
Save document? Yes (No) 
. To begin the saving process, select Yes. 
WordPerfect then displays this prompt: 
Document to be saved: 
3. Type the file name and press ~Enter). 
4. If the document already exists, WordPerfect presents the following 
prompt: 
Replace C:\WP51\BOOK\REPORT.TXT? No (Yes) 
Select Yes to save the document with the old name. Or select No, type a 


new file name. and press ~Enter). The document is stored to disk under 
the name you select. 


Ww 


The following message appears: 
Exit WP? No (Yes) 
5. Select Yes to exit WordPerfect and retum to DOS. 
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Clearing the Screen 


You must clear the current document from the screen before you start work on a 
new document—or before you retrieve a document. To clear the screen without 
saving the current document, you can either press Exit (F7) or select the Exit 
option from the File pull-down menu. Clearing the screen without saving your 
document is handy when you decide to discard what you have written. If you do 
not clear the current document before starting a new document or before retrieving 
a document from memory, the old and the new documents will merge to form a 
continuous (and confusing) document! 


If you don’t want to save the document you have created, or if you have saved the 
document previously but you want to clear the screen, follow these steps: 


1. Press (F7) to activate the Exit command. 
(= Access the File pull-down menu and select Exit. 
2. At the prompt Save Document? Yes (No), select No. 
The following prompt then appears: 
Exit WP? No (Yes) 
3. In response to the prompt, select No or press Enter) to clear the 
screen and stay in WordPerfect. If you press (E1) (Cancel) instead, you 
will be returned to the document displayed on-screen. 


Summary 


In this chapter, you were introduced to the word processing features available in 
WordPerfect. The program's basic features are convenient and efficient for creating, 
editing, formatting, and printing documents. WordPerfect's specialized features give 
you a full range of tools for further supplementing your documents with such 
elements as graphics, footnotes, tables, and lists. 
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You learned also how to start the program on a hard disk system and on a dual 
floppy disk system. You became familiar with the editing screen, from which you 
perform most of your work in WordPerfect. You learned how to use the keyboard 
and mouse, access the Help feature, type text, move the cursor, and make a menu 
selection. You learned also about WordPerfect’s built-in settings that help you begin 


to create documents quickly. Finally, you learned to print and save your work, and to 
exit the document and the program. 


In the next chapter, you will examine WordPerfect's features for editing a document. 


You will learn, for example, to retrieve files you have saved to disk, to insert and 
delete text in those files, and to restore the deleted text. 
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Displaying and deleting hidden codes 


Chapter 2: Editing 


Revising a draft is an important part of polishing any document. Revision can consist 
of changing, adding, or deleting material; correcting grammar and punctuation; and 
making any other changes to your document. WordPerfect enables you to revise text 
easily with a number of built-in editing tools. This chapter focuses on the basic 
editing changes you can make with WordPerfect. 
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Key Terms in This Chapter 


Insert mode The alternative to WordPerfect’s Typeover mode. When 
you type in Insert mode (WordPerfect’s default), new 
characters are inserted, and existing text moves forward. 


Typeover mode The alternative to WordPerfect’s Insert mode. When you 


type in Typeover mode, the characters you type replace 
the original text. 


Reveal Codes The WordPerfect command that displays the hidden 
codes inserted in the text when you press certain keys. 
Hidden codes tell WordPerfect when to execute tabs, 
margin settings, hard returns, and so on. 


Document window An area in which to work. In WordPerfect, you can 
open two document windows: Doc 1 and Doc 2. 
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Retrieving Files 
You can retrieve documents stored on disk in either of two ways: 


e By issuing the Retrieve command and typing the file name. You can use 
this method only if you know the exact name of the file. 


e By displaying the List Files screen and choosing the file name from the 
list. This method is handy for locating any file, whether or not you 
remember the exact file name. 
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Retrieving Files 


Introduction 


Getting 
Before you retrieve a file with either method, be sure to clear the screen by Slanted 
pressing Exit (F7). If you do not clear the screen first, WordPerfect inserts the 


retrieved file into the document displayed on-screen. 


Working 
Using the Retrieve Command with Blocks 
To retrieve a file with the Retrieve command, follow these steps: Formatting 
Lines and 
1. Press (©Shift)(F10) to activate the Retrieve command. Paragraphs 
Formatting 
(© Access the File pull-down rane 
menu and select Retrieve. adne 
Printing 
List Files 
Sunnary Managing 


Peit _ 
Setup > Creating 


Goto DOS pacts 
Exit 
Merging 


Documents 


WordPerfect displays the following prompt: 
i , Soning and 
Document to be retrieved: Selecting 


Using 
If the message ERROR: File not found appears, either you have typed the one 
name incorrectly or the file doesn’t exist in the directory. Type the name again. If Creating 
you cannot remember the name of the document you want to retrieve, use the List Tubles 
Files screen. 
Referencing 
Suppose that after you press Retrieve (Shift-F10), you decide not to retrieve a file. 
You can press Cancel (F1) to cancel the command. Creating 
Graphics 
Appendix A 
Appendix 13 
Index 
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Using the List Files Screen 


To access the List Files screen, follow these steps: 
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Text In > 
Text Out > 
Passuord > 


List Files | 
Sunnary 

Pr 

Se 


Goto DOS 
Exit 


01-19-30 06:43p v LINESOBT. 


01-13-30 


: Z Delete: 3 Move/Renane: 4 Print: S Short/Long Display: 
Directory: B Copy: 9 Find: N Mame Search: 6 


1. Press (F5) to activate the List command. 


(3 Access the File pull-down 


01-11-90 02:56 
01-15-90 09:50a 


f 
TE 
GEPET 


02 

909: 
09: 
07: 
08: 
03: 
03: 
99: 
os: 
06 


SPY 


menu and select List Files. 


WordPerfect displays in the lower left corner of the screen a file 
specification similar to the following: 


Dir C:\WP51\*.* 
. To view the names of the files stored on the named drive, press (“Enter). 


To view file names stored on a drive other than the one designated, type 
the letter of the disk drive, a colon, and the path name (for example, 
type c:\wp51\book). Then press (~Entey). 


The List Files screen and 
menu appear. 


Retrieving Files 


The List Files screen displays a two-column alphabetical list of your files, including 
the file size and the date and time each file was last saved. The menu at the bottom 


of the screen shows the options you can choose. 


WordPerfect provides two ways to specify file names from the List Files screen. The 
first method is to use the arrow keys to move the highlight bar to the name of the 
file you want to retrieve. 


The second method is to 
press (N) for Name Search 
and type the file name. As 
you type the name, the 
highlight bar begins to 
move to the name of the 
file you want to retrieve. 


Directory CcSUPSINDUUKNS © 
O Free: 6,US?7,600 Used 169,209 


91-22-90 12:4Up 


@Mir> 

1,067 01-20-90 09:00a 
1,129 01-18-90 07:03a 
1,208 01-15-90 11:46a 


714 01-10-90 10:3ip 

1,097 01-20-90 10:15p 

484 01-04-90 09:44p 

1,736 01-15-90 09:51a 

CHAP4 . 1,736 01-15-90 09:52a 
CHARACTR.DOC 42,223 11-06-89 12:00p 
DESCRIBE.TXT 1,736 01-15-90 09:40a 
í 1,901 01-15-90 12:23p 

614 01-17-90 07:33p 
1,231 01-19-90 09:43 


Press (Enter) or an arrow key 
to end the name search and 
again display the menu at the 
bottom of the List Files screen. 


2,535 01-18-90 02:57a 
1,041 01-10-90 03:56p 
1,426 01-20-90 04:23a | LABELS 


1,27? 01-19-90 06:48p v LIMESORT. IX? 01-19-90 06:46p 


(Mame Search: Enter or arrows to Exit) 


If the document you want to retrieve is stored on another disk or in another 
subdirectory, select Other Directory (7) from the List Files menu and type a new 
subdirectory. That subdirectory automatically becomes the new default. Until you 
change the default again, documents are saved in this subdirectory; pressing List 
(F5) displays automatically the new default directory. If you want to display file 
names from another directory without changing the default, move the highlight bar 
to the name of the directory you want to display, and press Enter twice. 


After you specify a file name, select Retrieve (1) from the menu displayed at the 
bottom of the screen. The file is then retrieved to the screen. 


After you display the List Files screen, you might decide not to retrieve a file. You 
can press Cancel (F1) to cancel the command. 
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Inserting Text 


Inserting text is a basic part of the editing process. This section shows how easily you 
can improve what you have written, by using Insert mode to insert additional text or 
by using Typeover mode to type over and thus replace the existing text with new 
text. The basic difference between Typeover mode and Insert mode is that Typeover 
mode replaces your original text; Insert mode adds new text to existing text. 


Adding Text with Insert Mode 


WordPerfect usually operates in Insert mode. As you type, the new characters are 
inserted on-screen, existing text moves forward and is automatically formatted. You 
may notice that sentences often push beyond the right margin and do not 
immediately wrap to the next line. Don’t worry. The lines adjust as you continue to 
type. Or you can press the down-arrow key to reformat the text. 


To add text in Insert mode, place the cursor where you want to insert new text. Then 
type the new text. 


Typing Over Existing Text 


You generally use Typeover mode if you have typed text incorrectly. For example, 
you probably would select Typeover mode to replace text if you had mistakenly 
typed the name Jane instead of Dane. 


To type over existing text, place the cursor where you want the new text to begin. 
Then press Ins to tum off Insert mode and tum on Typeover mode. The Typeover 
mode indicator appears at the lower left of the screen. Next, type the new text and 
then press Ins again to return to Insert mode. 


Inserting Spaces 


In either Insert or Typeover mode, you can create blank character spaces by pressing 
the space bar. In Insert mode, you can add blank spaces by pressing the space bar. 
In Typeover mode, however, if you press the space bar while the cursor is under a 


character, it is replaced with a blank space. Remember that Typeover mode is always 
destructive to the text on-screen. 
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Deleting Text 


Inserting Blank Lines 


In either Insert or Typeover mode, you can insert blank lines by pressing the Enter 
key once for each blank line you want to insert. Inserting blank lines causes 
existing lines of text to move down the page. 


Deleting Text 


With WordPerfect, you can delete unwanted text of various lengths. For example, 
you can delete single characters, a word, a line, several lines, or part of a page. 
WordPerfect also has special options for deleting a sentence, paragraph, or page. 


Deleting Single Characters 


To delete a character at the cursor position, press the Del key if the cursor is under 
the character to be deleted. The text to the right of the deleted character moves in 
to fill the gap. 


To delete a character to the left of the cursor, press the Backspace key if the cursor 
is one character to the right of the character to be deleted. (On some keyboards, 
the Backspace key is marked with a single left arrow at the top of the keyboard.) 
When you use the Backspace key, any text to the right moves one character 
position to the left. 


Keep in mind that both the Del and Backspace keys are repeat keys. If you hold 
down either key (rather than press it once), multiple characters are deleted. 


Deleting Words 


To delete a word at the cursor position, press Delete Word (Ctrl-Backspace) if the 
cursor is anywhere in the word to be deleted. Note that, for WordPerfect, a “word” 
is the text of the word and the space following the text. 


To delete a word to the left of the cursor, place the cursor in the blank space to the 
right of the word to be deleted, or under the first character of the word following 
the word to be deleted. Then press Delete Word (Ctrl-Backspace); or press Home 
and then press Backspace. 
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To delete a word to the right of the cursor, place the cursor under the first character 
of the word to be deleted. Press Home and then press Del. 


Deleting Lines 


To delete a single line of text or a portion of a line, position the cursor under the first 
character on the line, or on the first character in the portion you want deleted. Then 
press Delete to End of Line (Ctrl-End). 


To delete several lines at a time, follow these steps: 
1. Position the cursor under the first character on the first line to be 
deleted. 


2. Count the number of lines you want to erase (including the line where 
the cursor is located). 


3. Press (Esc) (the Repeat key). 


The message n=8 appears on the status line. The default repeat value is 


8, but you can change that number to reflect the number of lines to be 
deleted. 


4. If the number of lines to be deleted is more or less than 8, type the 
number you want. 


5. Press (Ctrl}‘End) to activate Delete to End of Line. 


To delete a blank line, move the cursor to the left margin at the beginning of the 
blank line. Then press Del. 


Deleting to the End of the Page 


To delete text from the cursor position to the end of the page, follow these steps: 


1. Position the cursor under the first character of the text to be deleted. 
2. Press ‘Ctri}Psbn) to activate Delete to End of Page. 


WordPerfect prompts you to confirm that you want to delete the rest of 
the page: 


Delete Remainder of page? No (Yes) 
3. Select Yes to delete the text or No if you've changed your mind. 


To delete several pages at once, press Esc and enter the number of pages you want 
to delete. Then press Ctrl-PgDn. 
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Deleting a Sentence, Paragraph, or Page 


To delete a sentence, paragraph, or page, follow these steps: 


1. Position the cursor anywhere within the text you want to delete. 
2. Press ‘Ctri)(F4) to activate the Move command. 


Sentence 
Paragraph 
Page - 


{Tabular Column] 
(Rectangle ] 


{Convert Case 
[Protect Block 


Suitch Document 
Window 


Reveal Codes 


C3 Access the Edit 
pull-down menu 
and choose 
Select. 


3. Choose Sentence (1), Paragraph (2), or Page (3). 
The sentence, paragraph, or page to be deleted is highlighted. 


fugust 18, 1990 
Dear Danc, 
There’s been a change in the location for this year’s drivers 


school for the Uindy City Chapter, and I know you'll love this one? 


Instead of going to Blackhawk Faras, we'll be going up to Road 
fmerica in beautiful Elkhart Lake, Wisconsin. 


The dates will remain the sane, Septeaber 12 and 13. Lodging, as 


always, will be available at Sicbkens and Barefoot Bay in Elkhart 
Lake, or at motels in a or Fond du Lac, ARETE 


Driving directions to Elkhart Lake will be Included with your 
registration package, along with a map of the area. 


1 Move: 2 Copy: 3 Delete: 4 Append: 0 


|4. Choose Delete (3). 


The highlighted sentence, paragraph, or page is deleted. Press the down-arrow key 


to reformat the text. 
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Deleting Text with the Mouse 


You can block text for deletion more quickly with the mouse than with the Block 
command (covered in Chapter 3). And using the mouse instead of the Select 
command from the Edit pull-down menu is not only faster but also more powerful. 


To delete text with the mouse, follow these steps: 


1. Position the mouse pointer at either the upper left or lower right of the 
block (character, word, sentence, or paragraph) you want to delete. 


2. Drag the mouse to the opposite comer of the block you are defining 
(the area is highlighted as you move the mouse). 


3. Press (Del) or the Backspace key. 
C5 Access the Edit pull-down menu and select Delete. 
4. Atthe prompt Delete Block? No (Yes), select Yes. 


Restoring Deleted Text 


To restore deleted text to its original location or another location, follow these steps: 


1. Move the cursor to the place where you want to restore the deleted text. 
2. Press (Fi) to activate the Cancel command. 
(> Access the Edit pull-down menu and choose Undelete. 


a change in the location 4E this year’s s drivers 
City Chapter, and I know you'll Jove this onet 
of going to Blackhauk Faraz, M-AS AL ide bie Set ora 
fmerica in beautiful Elkhart Lake, Wisconsin 


A block of highlighted 
The dates vill remain the same. September 12 and 13. Lodging, 
Hae aise a tees oT ms gni Barefoot fog In Fiert text—the most recently 
deleted text—appears at 


Driving direct! to Elkhart Lake will be I — ith en 
ait edeg ETR along with a pis of Heraa rere ce the cursor position. 


WordPerfect displays the 
Undelete menu at the 


Undelete: 1 Restore: 2 Previous Deletion: 0 bottom of the screen. 
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Using Both Document Windows 


a nr ee eee 


Introduction 
, Getting 
3. Choose Restore (1) if the highlighted text is what you want to restore. Started 
Or 
Choose Previous Deletion (2) if you want to undelete previously caning 
deleted text. When the appropriate text appears on-screen, choose Working 
Restore (1). with Blocks 
Remember, however, that WordPerfect stores only the last three deletions. When 
e A : è Formatting 
you make a fourth deletion, the oldest of the three preceding deletions is erased Lines and 
from memory. Paragraphs 
Formatting 
Pages 
Adjusting the Screen after Editing 
Proofreading 
After you insert or delete text, you may need to adjust the alignment of the text. 
Press the down-arrow key to rewrite or reformat the text. As you move the cursor Printing 
down, notice how WordPerfect adjusts the arrangement of the words. You may 
need to press the down-arrow key more than once to reformat the text. ia 
Creating 
° è Macros 
Using Both Document Windows 
: Mergi 
WordPerfect gives you two “sheets of paper” to work on at once if you like. The A 
two document windows you can open are called Doc 1 and Doc 2. The status line 
indicates which window is the “active” work space. The cursor's position Sorting and 
determines whether the window is active. aed 
You can type in both windows and switch back and forth between them with ease. ahaa 
Initially, each window is the entire size of the screen. You can split the screen to 
look at two documents or at different parts of the same document at once. Creating 
Tables 
Switching between Windows Referendo 
To switch between document windows, press Switch (Shift-F3), or access the Edit ceii 
pull-down menu and select Switch Document. The status line displays Doc 2, and Graphics 
the second document window is displayed in a full screen. Although any text in 
the first window is not visible now, that text is not lost. To display the Doc 1 Appendix A 
window, press Switch (Shift-F3) again, or access the Edit pull-down menu and 
F r Appendix B 
select Switch Document again. 
Index 
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Mr. Franklin Abbot 
Director 

Michigan Departnent of Commerce 
P.0. Box 36226 

Lansing, Michigan 48909 
Dear fir. Abbot: 


Thank you for your willingness to help with our public relations 
efforts for the River Park in Indianapolis. I have enclosed the 
prelininary market research. Also, I have added your name to our 
WaterMotes mailing list. 


Please send us a list of TV and radio stations in Michigan along 
with any other Information you think would be helpful. 


I look forward to your valuable input. 


Sincerely, 
Charles Gosnell 


C:\MPS1\BOOK\PARK .LTR Doc 1 Pg 1 Ln 1” Pos 1” 


Press (Shift)(F3) to activate 
Doc 1, for example, can contain the text for a letter. the Switch command, or 
access the Edit pull-down 
menu and select Switch 
Document. 


Motes from Ictter to F. Abbot (8/08/90) 


1. Follow up in two weeks with phone call if we haven’t received 
the list of TV and radio stations. 


Send him zoo’s preliminary market research (get Elizabeth 
Terguson’s OX to send hin this data). 


Put hin on mailing list for Uatertotes. 


The status line indicates 
the document in which 
you are working. 


Doc 2, for example, can contain notes for the letter. 


Splitting the Screen 


You can split the screen so that WordPerfect’s 24-line display is divided between 2 
windows. When you display 2 documents at once, WordPerfect reserves 2 lines for 
its own use: an additional status line and a ruler line. For example, if you display 12 
lines in Doc 1, only 10 lines are displayed in Doc 2; the other 2 lines are taken up by 
the additional status line and the ruler line. When 2 windows are displayed on- 
screen, the triangles in the ruler line point to the active window. 
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Using Both Document Windows 


Before you split the screen, you must decide how many lines you want to display 
in the current document (Doc 1). The other document will take what is left, less 
two lines. Sometimes, for example, you may want to split the screen in half. Other 
times, you may prefer to use two-thirds of the screen for the primary document, 
such as a letter or report, and the rest of the screen for supporting material, such as 


notes. 
To split the screen, follow these steps: 


1. Press {Ctri)(F3) to activate the Screen command, and select Window (1). 
mn Access the Edit pull-down menu and select Window. 


The following prompt is displayed: 
Number of lines in this window: 24 
2. Type the number of lines you want in the first window, and then press 
(~Enter). For example, to split the screen in half, type 11 and press 


(Enter). 


Mr. Franklin Abbot 
Director 
Michigan Department of Connerce 
.0. Box 36226 
Lansing, Michigan 48909 
Dear Mr. Abbot: 
The screen is split in half, 
with WordPerfect's tab 
ruler line displayed across 


the middle. 


Thank you for your willingness to help with our public relations 
efforts for the River Park in Indianapolis. I have enclosed the 
preliminary market research. Also, I have added your nare to our 
C:\MPS1\BOOK\PARK .LTR Doc 1 Pg 1 Ln 1" Pos 1” 


Notes from letter to F. Abbot (8/08/90) 


Follow up in tuo weeks with phone call if we haven’t received 
the list of TV and radio stations. 


. Send hin zoo’s prelininary market research (get Elizabeth 
Ferguson's OK to send hin this data). 


Put hin on mailing list for WaterfMotes. 


C:\UPS1N\BOOK\NOTES Doc 2 Pg 1 Ln 1” Pos 1” 


If you are using a split screen and two windows, you can click the left mouse 
button on either window (Doc 1 or Doc 2) to move the cursor to the document in 
that window. Alternatively, you can switch documents by pressing Switch (Shift- 
F3), or you can access the Edit pull-down menu and select Switch Document. 


Caution: If the same document is open in two windows, make all your changes in 
only one of the windows. Then be sure to save only the document in the window 
in which you’ve made changes. Otherwise, you may lose edits. 
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Resizing the Window to a Full-Screen Display 
When you want to resize the window to a full-screen display, follow these steps: 


1. Press ‘Ctri)'F3) to activate the Screen command, and select Window (1). 
CƏ Access the Edit pull-down menu and select Window. 
2. At the prompt asking for the number of lines in the window, type 24 


and press (Enter). 


The window is returmed to a full-screen display. 


Using the Reveal Codes Feature 


Often when you press a key in WordPerfect, a hidden code is inserted into the text. 
The term bidden is used because you cannot see the code on-screen. By hiding the 
codes, WordPerfect keeps the editing screen uncluttered. 


These hidden codes, which you can view with WordPerfect’s Reveal Codes 
command, tell the program when to execute tabs, margin settings, hard returns, 
indents, and so on. Some codes—such as the codes for math and columns—turn 
those features on or off. Other codes—such as the codes for bold, underline, and 
italic—work in pairs. The first code in a pair acts as a toggle switch to tum on the 
feature; the second code serves to tum off the feature. When you press Reveal Codes 
(Alt-F3, or F11 on an Enhanced Keyboard) the hidden codes appear on-screen. When 
you press Alt-F3 or F11 again, the hidden codes disappear from the screen. 


Note: In the Reveal Codes screen, clicking the left mouse button or dragging the 
mouse is impossible. 


Displaying Hidden Codes 
To display the hidden codes, follow these steps: 


1. Tum on the Reveal Codes feature by pressing (Alt).F3) or (E11). 
(“> Access the Edit pull-down menu and select Reveal Codes. 
The screen is split into two windows. 
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Using the Reveal Codes Feature 


The same text is displayed 
in both windows, but the 
text in the bottom window 
includes the hidden codes; 
the codes are highlighted 
and appear in brackets. 
The ruler line between the 


fugust 18, 1990 
Dear Dane, 


There’s been a change in the location for this year’s drivers 
school for the Windy City Chapter, and I know you'll love this one! 
Instead of going to Blackhawk Faras, we'll be going up to Road 
fnerica in beautiful Elkhart Lake, Wisconsin. 


The dates wlll renain the sanc, September 12 and 13. Lodging, as 
aluays, will be avallable at Sicbkens and Barefoot Bay in Elkhart 
C:\UPS1\BOOXKN TRAVEL .LTR Doc 1 1 Ln 1" Pos 1" 


(Center Pg]jugust 18, 1990(HRt) 
(HRt) 


There's been a change in the location for this year’s drivers[SRt] 


windows displays the tab 
school for the Uindy City Chapter, and I know you'll love this one? ([SRt) 
Instead of going to Blackhawk Faras, we'll be going up to RoadISRt) 


and margin settings for the 
finerica in beautiful Elkhart Lake, Wisconsin. (HRt] 


[HR] ; f 
ihe Aaea ali a dna a 42 aed 50: A cctene) line where the cursor is 
located. 


Press Reveal Codes to restore screen 


2. To restore the regular editing screen, turn off Reveal Codes by pressing 
(ALD F3) or (F11) again. 


© Access the Edit pull-down menu and select Reveal Codes. 


Editing in Reveal Codes 


Editing in Reveal Codes is a little different from editing in the regular editing 
screen. The cursor in the upper window looks the same, but the cursor in the 
lower window is displayed as a highlight bar. 


fugust 18, 1990 


Dear Dane, 


There’s been a change in the location for this year’s drivers 
school for the Windy City Chapter, and I know you'll love this onet 
Instead of going to Blackhawk Farms, we'll be golng up to Road 

fmerica in beautiful Elkhart Lake, Wisconsin. 


When the cursor comes 
to a hidden code (in the 
lower window), the 
cursor expands to cover 
the entire code. 


The dates will renain the sanc, September 12 and 13. Lodging, as 
aluays, will be avallable at Siebkens and Barefoot Bay in Elkhart 
C:\UPS1\BOOXKN TRAVEL .LTR Doc 1 Pg 1 Ln 1" Pos 1” 


There’s been a change in the location for this year’s drivers(SRt] 
school for the Windy City Chapter, and I know you'll love this onet (SRt) 
Instead of going to Blackhawk Farms, we'll) be going up to Road(SRt) 
fmerica in beautiful Elkhart Lake, Wisconsin. [HRE] 

(HR) 

The dates will renain the sanc, Septenber 12 and 13. Lodging, asiSRt] 


Press Reveal Codes to restore screen 
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Deleting Hidden Codes 


You can delete hidden codes in the regular editing screen or in the Reveal Codes 
screen. Because you can see the codes in the Reveal Codes screen, deleting them 
there is easier. 


As you delete hidden codes from the Reveal Codes screen, notice that the effects of 
your changes are reflected in the upper window. With Reveal Codes tumed on, you 
can enter commands and text and immediately observe the position of any new 
hidden codes. 


To delete a hidden code, follow these steps: 


1. Move the cursor to the place in the document where the code is likely to 
be located. 


2. Turn on Reveal Codes by pressing (AIN F3) or (F114). 
(35 Access the Edit pull-down menu and choose Reveal Codes. 
3. Use the arrow keys to position the cursor on the hidden code. 


To generate uriting topics, try the following exercises: 


brainstoralng 
freevriting 
keeping an idea file 


Doc 1 1 Ln 1.33" Pos 1” 


For example! place 
the cursor on the 
[TAB] code. 


To generate writing topics, try the following exercises: (HRt) 
(HR) 


T ng a! 
itinglHRt) 
an idea filelHRt) 


Press Reveal Codes to restore screen 


4. Press (Degi) to delete the hidden code. 


Your text reflects any editing changes you make in the Reveal Codes 
screen. 
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To generate writing topics, try the following exercises: 
Because you deleted 


the [TAB] code, the 
text moves back to 
the left margin. 


keeping an idea file 


Doc 1 1 Ln 1.33" Pos 1" 


To generate writing topics, try the following exercises: (HRt) 

(HRt) x 

BrainstorningIHRt] 

(Tablfreevriting(HRt) 

(Tablkeeping an idea file(HRt) 
) 


Press Reveal Codes to restore screen 


5. To return to the regular editing screen, turn off Reveal Codes by 
pressing (AIt)(E3) or (E17). 


T3 Access the Edit pull-down menu and choose Reveal Codes. 


Note: You can adjust the size of the Reveal Codes screen by using the same 
procedure you use to resize document windows, as described in an earlier section. 
You can also resize the Reveal Codes screen permanently by customizing the 
program through the Display option of the Setup menu. 


Summary 


This chapter introduced WordPerfect’s editing tools for revising your documents. 
You learned to retrieve files already saved to disk, and you learned to insert text, 
delete text, and restore deleted text in those files. You then examined 
WordPerfect’s capability of displaying two document windows at the same time, 
and you learned to switch between the document windows, as well as to split the 
screen into two windows. Finally, you learned to display and delete WordPerfect's 
hidden codes. In the next chapter, you will examine another of WordPerfect’s 
editing tools: the Block feature. 
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Working with 
Blocks 


Defining a block of text with the keyboard or mouse 
: Moving or copying a block of text 
Deleting a block of text 
Saving a block of text 
Printing a block of text 
Appending a block of text 
Underlining and boldfacing a block of text 
Changing the text in a block to uppercase or lowercase 
Centering a block of text 
Manipulating columns in a table created with tabs 


Chapter 3: Working with Blocks 


The most powerful and flexible command in WordPerfect is the Block command. 
You use this command with other WordPerfect features to block (mark) a segment of 
text so that only the blocked text is affected by the selected feature. 


3 y 
Key Terms in This Chapter 


Block A portion of text marked (highlighted) so that only it is affected by 
a WordPerfect feature you select. A block can be a single character, 
a single word, a phrase, a sentence, a paragraph, a page, a column, 
or an entire document. 


Move An operation that moves a block of text from one location to 
another. The text appears only in the new location. 


Copy An operation that duplicates a block of text. The text appears in 
both the original location and the location where the text is copied. 


n 


Defining a Block of Text 


Before you do anything to a block of text, you must tell WordPerfect exactly what 
portion of the text you want affected. To define the text, you can use either the 
keyboard or the mouse. With the keyboard, you position the cursor at the beginning 
of the block of text, turn on the Block feature, and move the cursor to the end of the 
block. The block of text is highlighted. Alternatively, you move the mouse pointer to 
the beginning of the block and drag the mouse to the end of the block. When you 


begin dragging the mouse, the Block feature is turned on automatically, and the 
block becomes highlighted. 
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Defining a Block of Text 


hen you have trouble determining a sharp focus for a docuncnt 
hen you are uncertain uhat you uant to say--consider trying o 
semistructured uriting ecxercise hooun as “brainstorming.” 


Uhen you brainstorm a uriting assignment on-screen, you record. your 
ideas In list form as they occur to you. When you brainstora, you 
don’t worry about typos, spelling errors, or style. You turn off 
the inclination to hone each sentence before you move on to the 
next one. You can handle those matters later. Your goal is, 
rather, to generate as many ideas as possible about the topic, the 
purpose, or the audience. 


When the Block feature 
is turned on, the Block 
on message flashes in 
the lower left corner of 
the screen. 


Doc 1 Pg 1 Ln 1.33" Pos 


Highlighting text is the first step in any block operation. After you highlight a block 
of text, you can go on to perform any number of operations on the highlighted 
block. For example, you can move or copy the block of text to another location, 
change the text to boldface, underline the text, or delete it. 


Highlighting a Block with the Keyboard 
To highlight a block of text with the keyboard, follow these steps: 


1. Move the cursor to the character that begins the block of text to be 
highlighted. | 

2. Activate the Block command by pressing (Alt) F4) or (E12) (on an 
Enhanced Keyboard). 
The Block on message flashes in the lower left corner of the screen. 


3. Move the cursor until the last character in the block is highlighted. 


As you highlight a block of text in this way, you can use any of the cursor- 
movement keys or key combinations—such as the PgDn and PgUp keys, the arrow 
keys, the End key, and GoTo (Ctrl-Home)—to move the cursor. To highlight an 
entire line, for example, turn on the Block feature and then press the End key. To 
highlight text from the cursor position to the bottom of the current screen, press 
Screen Down (+). And to highlight multiple pages, press GoTo (Ctrl-Home) and 
type the number of the last page you want to highlight. You can move the cursor 
either forward or backward to highlight text. The highlighting moves with the 


cursor. 
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You also can use some shortcuts in highlighting text with the keyboard. To highlight 
a sentence, for example, you can turn on the Block feature at the beginning of the 
sentence and then press the period (.) key. The highlighting extends to the period at 
the end of the sentence. To highlight a paragraph, tum on Block and press Enter. 
The highlighting extends to the next hard return in the text. 


Highlighting a Block with the Mouse 


One of the most valuable uses of the mouse in WordPerfect is for highlighting a 
block of text. In the editing screen, dragging the mouse tums on Block 
automatically—as if you had pressed Block (AlIt-F4 or F12). 


To highlight a block of text with the mouse, follow these steps: 


1. Place the mouse pointer on the character that begins the text you want 
to highlight. 

2. Press and hold down the left mouse button as you drag the mouse over 
the block of text to be highlighted. 


3. When you reach the end of the block, release the left mouse button. 


If you drag the mouse beyond the top or bottom edge of the screen display, the text 
scrolls. You can increase or decrease the amount of text highlighted after you release 


the left mouse button by using the arrow keys to reposition the cursor at the end of 
the block. 


Performing a Block Operation 


After you highlight a block of text, you press the key or key combination that 
invokes the feature to be used on the block of text. The feature you select executes 
only on the highlighted block. If the feature will not work with the Block command, 


WordPerfect signals you with a beep. (Although the Block feature is flexible, it 
cannot be used with all WordPerfect features.) 


Some features, such as Block Print or Block Delete, require confirmation. If a 
confirmation prompt, such as Delete Block? No (Yes), appears at the lower 
left of the screen, choose Yes or No. 


Moving and Copying 


Rehighlighting a Block 


Block highlighting disappears automatically as soon as the task (such as move, 
copy, or bold) is completed. If you want to use the same block with another 
feature, or if you accidentally turn off the Block feature, you can easily rehighlight 
the block. 


To restore highlighting with the keyboard, follow these steps: 


1. Activate the Block command by pressing (ALt)(E4) or (E12). 
2. Press (Ctri)‘Home) to activate the GoTo command. 
3. Press (Ctril(Home) again to return to the beginning of the block. 


If you have a mouse, you may prefer to rehighlight the block with the dragging 
method described earlier. 


Backing Out of a Block Operation 


To back out of the operation while the block is highlighted, you press either 
Cancel (F1) or Block (Alt-F4 or F12) to turn off the Block command. 


Ə To tur off the Block command with the mouse, click the left mouse button; if 
you have a three-button mouse, click the middle mouse button. 


The Block on message disappears, and the text no longer appears highlighted. 
The cursor remains at the end of the block (where the cursor was located when 


you finished highlighting). 


Moving and Copying 


Moving a block of text is a “cut and paste” operation—except that you don’t fuss 
with scissors, paper, paste, and tape. With WordPerfect, you simply highlight the 
block, cut it from its current location, and paste it to a new location in the 
document. The block is erased from its previous location and appears in the new 
location. The new location can even be in another document. 


When you copy a block of text, WordPerfect places into memory a duplicate of the 
text you have highlighted. You can then retrieve this block from memory and insert 
the block at another location in the same document or in another document. 
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A highlighted 


hen qou have trooble determining a sharp focus for a docunent 
hen you ace uncertain uhat you uant to say consider trying a 
enisteuctured urili earcreise known as “brainstorming.” block ready tO 
be moved or 
about typos, spelling errors, or style. You turn off copied 
the inclination to hone each sentence before you move on to the i 
next one. You can handle those matters later. Your goal is, 


rather, to generate as many ideas as possible about the topic, the 
purpose, or the audience. 
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Uhen you brainstorm a writing assigneent on-screen, you record your 
ideas In list form as they occur to you. When you brainstora, you 
don’t worry about typos, spelling errors. or style. You turn off 
the Inclination to hone each sentence before you nove on to the 
next onc. You can handle those matters later. Your goal is, 
rather, to generate as many ideas as possible about the topic, the 
purpose, or the audience. 


When you move a 
block, the text is 
deleted from the 
Original location and 
appears in the new 
location you specify. 


When you have trouble determining a sharp focus for a docunent— 
when you ere uncertain what you want to say—consider trying a 
semistructured writing exercise known es “brainstorning.” 
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When you have trouble deternining a sharp focus for a docuacnt— 
when you are uncertain what you want to say—consider trying a 
senistructured writing exercise known es “brainstorming. 


When you brainstorm a writing assignment on-screen, you record your 
ideas in list form as they occur to you. When you brainstorm, you 
don’t worry about typos, spelling errors, or style. You turn off 
the Inclination to hone cach sentence before you move on to the 


When you copy a 
block, the text 
appears in both the 
original location and 
the new location. 


rather, to generate as many ideas az possible about the topic, the 
purpose, or the audience. 


Uhen you have trouble determining a sharp focus for a docuacnt— 
when you are uncertain what you want to say—consider yin a 
semistructured writing exercise known as “brainstorming 
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Moving a Block 


To move a block of text, follow these steps: 


1. 


File (ZI Search 


Protect Block 


(Switch Docunent] 
(Window ) 


Highlight the block by using (ALt)(E4) or (F12) to activate the Block 
command, or by dragging the mouse. 

Press {CtriJiF4) to activate the Move command, select Block (1), and 
choose Move (1). Alternatively, press (Ctri)(Del). 


out Mark Tools Font [Graphics] Help 
wat you vant to say--consider trying o 
cercise known as “bratustorning.”’ 


ey to you. When you brainstorm, you 
spelling errors, or style. You turn off 
each sentence before you nove on to the 

e those matters later. Your goal is, 


C3) Access the Edit 
pull-down menu 
and choose 


Move (Cut). 


any ideas as possible about the topic, the 


(Reveal Codes J 


3. 


4. 


Doc 1 Pg 1 Ln 1.33" Pos WEJ 


WordPerfect cuts the highlighted block, and it disappears from the 
screen. Don’t worry; the block is stored in temporary memory. 
WordPerfect displays the following message: 

Move cursor; press Enter to retrieve. 
Move the cursor to the location in the document where you want the 
cut block to appear. 
Press (“Enter) to insert the block at the new location. 


Copying a Block 


To copy a block of text, follow these steps: 


1. 


Highlight the block by using (AIt)LE4) or (E12) to activate the Block 
command, or by dragging the mouse. ` 

Press (Ctri)(F4) to activate the Move command, select Block (1), and 
choose Copy (2). Alternatively, press (Ctriins). 
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œ Access the Edit 
pull-down menu 
and choose Copy. 
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3. Move the cursor to the location in the document where you want the 
duplicate text to appear. 


4. Press (“Enter). 


You can retrieve the copied block as many times as you want. Generally, you use the 


Copy feature to repeat (without retyping) standard blocks of text in lengthy 
documents, such as legal, technical, or sales documents. 


To retrieve the same block of text again, follow these steps: 
1. Move the cursor to the location in the document where you want the 


block of text to appear. 


2. Press (Ctri)iF4) to activate the Move command, select Retrieve (4), and 
choose Block (1). 


File ij Search Layout Mark Tools Font Graphics Help 
) 


O3 Access the Edit 
pull-down menu, 
choose Paste, and 
select Block (1). 


Doc 1 Py 1 Ln 1.33” Pox 1” 
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Moving or Copying a Sentence, Paragraph, or Page 


If the block you want to move or copy is a sentence, paragraph, or page, 
WordPerfect can highlight the block for you. Instead of using the Block command, 
follow these steps: 


l. 


Place the cursor anywhere within the sentence, paragraph, or page to 

be moved or copied. 

Press (Ctr(E4) to activate the Move command; then choose Sentence (1), 

Paragraph (2), or Page (3). 

Access the Edit pull-down menu, choose Select, and select 
Sentence, Paragraph, or Page. 

Select Move (1) or Copy (2). 

Move the cursor to the location where you want the highlighted block 

of text to appear. 


Press (Enter). 


Moving or Copying Text between Documents 


WordPerfect’s Block Move and Block Copy features make moving and copying text 
between documents easy. First you retrieve a document in each window, and then 
you move or copy the block between the documents with the help of the Switch 
(Shift-F3) command or Switch Document from the Edit pull-down menu. 


To retrieve a second document, follow these steps: 


l. 


Press (*Shift)(F3) to activate the Switch command. 
Access the Edit pull-down menu and choose Switch Document. 


Retrieve a document by pressing (*Shift}(F10] to activate the Retrieve 
command, or press (E5) to access the List Files screen. Or begin typing 
the second document. 
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To move or copy text between the documents, follow these steps: 


when you are uncertain what you want to sey--consider trying a 
semistructured writing exercise known as “brainstoraing.” 


When you brainstora a writing assignment on-screen, you record your 
ideas in list form as they occur to you. When you brainstorm, you 
don’t worry about typos, spelling errors, or style. You turn off 
the inclination to hone each sentence before you move on to the 
next one. You can handle those matters later. Your goa! is, 
rather, to generate as many ideas as possible about the topic, the 
purpose, or the audience. 


-1. Highlight the block 
| by using Alt) F4) or 
| FA2) to activate the 
ow Block command, or 
ete oll | by dragging the 

~ mouse. 


The following list shows some ideas that resulted fron 
brainstoraing about elections: 


Doc 1 Pg 1 Ln 4.67" Pos D 


2. Press Ctrl) F4) to activate the Move command, select Block (1), and 
choose either Move (1) or Copy (2). 
Access the Edit pull-down menu and choose Move (Cut) or Copy. 


3. Press Shift) F3) (Switch) to display the second document. 
Access the Edit pull-down menu and choose Switch Document. 


Creative Writing Class | 4. Move the cursor to 


Write two or three sentences about each of the following topics . . 
related to elections: the location in the 


Candidates | second document 


novensce' where you want to 
Voting Age 
Registration move or copy the 


Flyers 
block of text. 


Press ~Enter]} to 


move or copy the 
block. 


D:\MPS1\BOOK\ DOCZ2 Doc 2 Pg 1 Ln 1” Pos 1” 
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Deleting a Block 


Introduction 
e Getting 
Deleting a Block Started 
In a few keystrokes, you can delete a sentence or several pages of text. To delete a Editing 


block of text, follow these steps: 


1. Highlight the block by using (AIt)(F4) or (F12) to activate the Block 
command, or by dragging the mouse. Then press (De!) or Backspace. 


Fonnatting 
Lines and 
hen you have trouble determining a sharp focus for a docunent Paragraphs 
hen you arc uncertain uhat you vant to say -consider trying a ; 
semistructured uriting cacreise knoun as “brainstorming.” 
When you brainstorm a writing assignment on-screen, you record your Formatting 
ideas in list form as they occur to you. When you brainstorm, you Pages 
don’t worry about typos, spelling errors, or style. You turn off 
the inclination to hone each sentence before you nove on to the 
next one. You can handle those matters later. Your goal Is, 
rather, to generate as many ideas as possible about the topic, the Proofreading 
purpose, or the audience. 
Printing 
WordPerfect displays a hunugginn 
confirmation prompt Files 
at the bottom of the 
Delete Block? Mo (Yes) screen. Creating 
Macros 
: Merging 
2. To confirm the deletion, select Yes. (If you select No, you are returned Documents 
to the highlighted text.) 
Sorting and 
Selecting 
When you brainstorm a writing assignment on-screen, you record your "si 
ideas in list form as they occur to you. When you brainstorn, you Using 
don’t worry about typos, spelling errors, or style. You turn off Columns 
the inclination to hone each sentence before you move on to the 
next one. You can handle those matters later. Your goal Is, 
rather, to generate as many Ideas as possible about the topic, the 
purpose, or the audience. Creating 
Tables 
The block is deleted 
from the document. Referencing 
Creating 
Graphics 
Appendix A 
Doc 1 Pg 1 Ln 1.1?" Pos 1” 
Appendix 13 
Index 
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You can delete as many as three blocks and restore all of them with Cancel (F1). 
To restore deleted text, follow these steps: 


1. Press F1} (Cancel) to display the most recently deleted text. 


C=- Hold down either button of a two-button mouse and click the other 
button. Or click the middle button of a three-button mouse. 


Ien you hao tronble determining a shar ocus for a docunent 
hrn ipm are 
crmistriu tare 


> -consider trying a 


role ER tages 
Erei len tae ilen’4o'tena den pootenee kefere: use be The most recently 
| Fathers 40 ges deleted text reappears 
at the cursor position, 
and the Undelete menu 
appears at the bottom 


of the screen. 


, or the audience. 


Undelete: 1 Restore: 2 Previous Deletion: 0 


2. To restore the text you deleted most recently, select Restore (1). 


To restore a previous deletion, choose Previous Deletion (2). Then select 
Restore (1) to restore that text. 


Select Previous Deletion (2) to see the third deletion. Then select 
Restore (1) to restore that text. 


Saving a Block 


When you need to type the same block of text in one document several times, 
WordPerfect's Block Save feature helps reduce the amount of work. With Block Save, 
you first highlight the block of text you plan to use frequently, and then save the 
block as a separate file. Block Save enables you to build a timesaving library of 
frequently used blocks of text. You can even build an entire document from these 
files. 
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Printing a Block | 


Introduction 
Getting 
To save a block of text, follow these steps: Started 
1. Highlight the block by using (ALt).E4) or (E12) to activate the Block Editing 
command, or by dragging the mouse. 

2. Press .F10] to activate the Save command. 


ts Edit Search Layout Mark Tools Font (Graphics) Help Formatting 
ese ee emcertain what you want to say--consider trying a Li d 
nes an 
Paragraphs 

out typos, spelling errors, or style. You turn off 

(List Filesl|n to hone each sentence before you rove on to the E ting 

(Summary 1] can handle those matters later. Your goal is, 7 OMMAtINg 
erate as many Ideas as possible about the topic, the Access the File Pages 


pull-down menu 


and choose Save. Proofreading 


Ponting 
Managing 
Doc 1 Pg 1 Ln 1.5" Pos [ij Files 
Creating 
WordPerfect displays the following prompt: Macros 
Block name: Mean 
3. Type the name of the file in which you want to save the block; then Documents 
press (~Enter). 
Sorting and 
Select a file name that clearly identifies the block you are saving. Be sure to include ECUN 
a drive letter and path name before the file name if you want to save the block to a Using 
directory other than the current directory. Columns 
Creating 
Tables 


Printing a Block 


Sometimes you may want to print from a document just a single block of text— 


perhaps a page that lists sales quotas or a list of new personnel. You can use the Creating 
Block Print feature to print part of the document. Se ae 


Referencing 


To print a block of text, follow these steps: Appendix A 


1. Highlight the block by using (Alt) F4) or (F12) to activate the Block Appendix H 


command, or by dragging the mouse. 
Index 
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2. Press Shift) F7) to activate the Print command. 
LE Access the File pull-down menu and choose Print. 
WordPerfect displays this prompt: 
Print block? No (Yes) 
3. Select Yes. 


Appending a Block 


WordPerfect provides a simple way to add text to one document while you are 
working on another. With the Block Append feature, you can copy a block of text 
from the document on-screen to the end of another file on disk. 


Note: If you want to copy or move text between documents retrieved into the two 


document windows, you can use the method described earlier in the section “Moving 
or Copying Text between Documents.” 


To append a block of text, follow these steps: 


1. Highlight the block by using Att) F4) or (F412) to activate the Block 
command, or by dragging the mouse. 


2. Press Ctrl}. F4) to activate the Move command, select Block (1), and 
choose Append (4). 


CE Access the Edit 
pull-down menu, 
select Append, and 
choose To File. 
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| Enhancing a Block 


WordPerfect displays the following prompt: 
Append to: 
3. Enter the file name of the document to which you want the block 
appended. 


The block remains in the current document and is appended (as a duplicate) to the 
end of the document in the specified file. 


Enhancing a Block 


WordPerfect offers a number of ways to add visual impact to your text. You can 
call attention to a section of text by centering, boldfacing, or underlining it. And 
you can change text to all uppercase (or all lowercase). 


Boldfacing or Underlining a Block 


The appearance of your text on-screen depends on the type of monitor you are 
using. A color monitor can show boldfaced and underlined text in colors different 
from the color of regular text. You can change the way WordPertect displays these 
enhancements on your monitor by customizing the program through the Display 
option on the Setup menu. 


This is a line of plaintext. 


When the text is printed, 
you can clearly distinguish 
the enhancements. 


This line is in bold type. 


This li edie 
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To boldface or underline a block of text you have already typed, follow these steps: 


1. Highlight the block by using (AID FA or (F12) to activate the Block 
command, or by dragging the mouse. 


2. Press (F6) to turn on the Bold feature, or press (F8) to turn on the 
Underline feature. 


If you want the block to be both boldfaced and underlined, follow these steps: 


1. Rehighlight the block by first pressing {Alt) E4) or (E12) and then pressing 
Ctr) Home) (GoTo) twice. Or rehighlight the block by dragging the 
mouse. 


2. Press (F6) to tum on Bold, or press (F8) to tum on Underline (depending 
on which feature you used the first time). 


Changing Uppercase and Lowercase 


WordPerfect can automatically change whole words, sentences, paragraphs, or 
documents to uppercase or lowercase. This feature is useful when, for instance, you 
discover that you've typed a section of text with Caps Lock tumed on. 


To change a block of text to uppercase or lowercase, follow these steps: 


1. Highlight the block by using (AIt).F4) or (F12) to activate the Block 
command, or by dragging the mouse. 


When you have trouble deteraining a sharp focus for a document— 
when you are uncertain uhat you want to say—consider trying a 
senlstrectured writing exercise known es “trainstoraing.” 


Uhen you brainstorm a writing assigment ca-tcreen, record 
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The following list shows some ideas that resulted fron 
bralinstorning about elections: 


2. Press (¢Shift}(F3) to 
activate the Switch 
command, and 
choose Uppercase (1) 
or Lowercase (2). 


Enhancing a Block 
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File XII] Search Layout Mark Tools Font [Graphics] Help 
hat you want to say—consider trying a 
xercise known as “brainstoraing.” 


you. When you brainstorm, you 
spelling errors, or style. 


You turn off 


OD Access the Edit pull- 
down menu, choose 
Convert Case, and 
select either To Upper 
or To Lower. 
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When you have trouble determining a sharp focus for a docunent— 
when you are uncertain what you want to say--consider trying a 
semistructured writing exercise known as “brainstorming.” 


When you brainstorm a uriting assignment on-screen, you record your 
ideas in list form as they occur to you. When you brainstorm, you 
don’t worry about typos, spelling errors, or style. You turn off 
the inclination to hone each sentence before you nove on to the 
next one. You can handle those matters later. Your goal is, 
rather, to generate as many ideas as possible about the topic, the 
purpose, or the audience. 


After you make your 
selection, the 
highlighted text changes 
case. In this example, 
the text changes to all 
uppercase. 


The following list shows some ideas that resulted fron 
brainstorming about elections: 


CANDIDATES 
POLLS 


REG ISTRATION 
FLYERS 
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WordPerfect recognizes that the pronoun J and the first letter of the first word in a 
sentence should remain in uppercase. These letters, therefore, remain capitalized 
when you change a block of text to lowercase. To ensure that WordPerfect 
recognizes a block as a sentence, you can include the preceding sentence’s ending 
punctuation when you highlight the block of text. 


Centering a Block between the Left and Right Margins 
To center a block of text between the left and right margins, follow these steps: 


1. Highlight the block by using (Alt) F4) or (F12) to activate the Block 
command, or by dragging the mouse. 


_with Blocks - 


Formatting 
Lines and 
Paragraphs 


Formatting 
Pages 


Proofreading 


Printing 


Managing 
Files 


Creating 
MACOS 


Merging 
Documents 


Soning and 
Selecting 


Using 
Columns 


Creating 
Tables 


Referencing 


Creating 
Graphics 


Appendix A 


Appendix I 


Index 


Chapter 3: Working with Blocks _ 


ee ee ee ee 


When you have trouble determining a sharp focus for a docunent— 
when you are uncertain what you mant to say--consider trying a 
semistructured uriting exercise known as “brainstorming.” 


Uhen you brainstorn a writing assignment on-screen, you record your 
ideas in list form az they occur to you. When you brairstora, you 
don’t worry about typos, spelling errors, or style. You turn off 
the inclination to hone each centence before you move on to the 
next one. You can handle those matters later. Your goal is, 
rather, to generate as many ideas as possible about the topic, the 
purpose, or the audience. 


The following list shows some ideas that resulted fron 
brainstorming about elections: 


ae | 2. Press (¢Shift)(F6) to 

Ses activate the Center 
command, and select 
Yes to confirm that you 

| want to center the block. 
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Uhen you have trouble determining a sharp focus for a doconent— 
when you are uncertain what you want to sey—consider trying a 
tenistructured writing exercise known as “brainstcraing.” 


Uhen you trainstcra a writing assignment oa-screen, you record your 
ideax in list form as they occur to you. When you brainstorm, you 
don’t worry about typos, spelling errors, or style. You turn off 
the inclination to hone each sentence before you move cn to the 
mext one. You can handle those matters later. Your goal is, 
rather, to generate az mary ideas as possible about the topic, the 
purpose, or the esdience. 


The following list chowz some ideas that resulted from 
brainstorming about electicas: 


| The block is centered 
| between the left and 
right margins. 


Doc 1 Py 1 Ln 4.67” Pes 1” 


Manipulating Columns in a Table Created with Tabs 


centering between the margins. As a result, the effect of centering may not be 
readily apparent. To correct this problem, shorten the individual lines by ending 


| 
| 
If the block contains full lines in paragraph form, not much blank space is left for 
each one with a hard return (by pressing Enter); then center the text. | 


Manipulating Columns in a Table 
Created with Tabs 


In WordPerfect, you can move a grammatical block of text, such as a sentence or 
paragraph, or any text that falls within a defined rectangular block. Being able to 
move, copy, or delete lines, sentences, paragraphs, and other grammatical blocks 
of text is useful for editing text. But being able to move a column of text, even if 
the words are not contiguous, opens up many new creative possibilities. For 
example, you can move, copy, or delete a single column of text or numbers from a 
table whose columns are separated by tabs. Note that the methods described here 
apply only to tables created with tabs; you will learn about tables created with 
WordPerfect’s Table feature in Chapter 13. 


Moving or Copying a Column 


When you move a column, you move the tab codes along with the text or 
numbers. The tab codes are included in the new location and are deleted from the 
Original location. When you copy a column, the text or numbers remain in the 
original location, and the column and tab codes are duplicated in the new location. 


To move or copy a column, follow these steps: 


1. Place the cursor at the top left corner of the text to be moved or 
copied as a column, press (AIt)(E4) or (F12) to activate the Block 
command, and move the cursor to the bottom right corner of the 
column. 

CƏ Place the mouse pointer at the top left corner of the text to be 
moved or copied as a column; then drag the mouse to the bottom 
right corner of the column. 


79 


——— 


Introduction 


Getting 
Stuted 


Editing 


-= Fn Oa Fant = 
> we = 
=< ‘ote: 4 
MFO a a | ges P 2 

q es 


= 
© 
ry OE RASS ” 
` ig W. 


Formatting 
Lines and 
Paragraphs 


Formatting 
Pages 


Proofreading 


Painting 


Managing 
Files 


Creating 
Macros 


Merging 
Documents 


Soning and 
Selecting 


Using 
Columns 


Creating 
Tables 


Referencing 


Creating 
Graphics 


Appendix A 
Appendix L 


Index 


Chapter 3: Working with Blocks 


SALES CONTACTS 


Iff ice Phow 


Peggy O' Brien Ah OF74- 15353 
lohn Bartlert 454 121-3422 
Jim Beanie) 776 687-9281 


tigher Yauier 921 445 0927 


; 21 445 0 321 990-777 The highlighted area 
ude Matheson 21 231-9271 Q 

facie Sait 202 921-5003 | of the screen includes 
some text that you do 


not want to move or 
copy. 


Doc 1 Pg 1 Ln 2.67" Pos DEJ 


2. To highlight only the column you want to move or copy, press (CtriJ(E4) 
to activate the Move command, and select Tabular Column (2). 


C Access the Edit pull-down menu, choose Select, and choose Tabular 
Column. 


Hane Hone Prone Office Phone 


Peggy O° Erien 
Joha Bartieet 
Jin Daniels 

Zigler Xavier 


Janie Saith 


Only the column to 
be moved or copied 
is highlighted. 


1 Move: 2 Copy: 3 Delete: 4 Append: 0 


3. Select Move (1) or Copy (2). 


The highlighted column temporarily disappears from the screen. 


Manipulating Columns in a Table Created with Tabs 


ee ee ee ťÃ—ȘĖX es ee ee ee oO MM 


Mane 


O’ Brien 


John Bartleet 454 121-3422 
Jin Daniels 776 687-9281 
Zigler Xavier 921 445-0527 
Jude Matheson 321 231-9271 
Loretta Murphy 627 385-9856 
Janie Saith 


4. Move the cursor to 
the location where 
you want to 
retrieve the column, 


and press Enter). 
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Move cursor: press Enter to retrieve. 


SALES CONTACTS 
Hone Phone 


565 034-1533 
454A 121-3422 


Mane Office Phone 


Peggy O’Brien 
John Bartleet 
Jin Daniels 
Zigler Xavier 
Jude Matheson 
Loretta Murphy 
Janice Saith 


S6S 670-3434 . 
233-6654 In this example, the 


Office Phone column 
is moved. Notice that 
the Home Phone 
column is shifted to 
the right. 


Doc 1 Pg 1 Ln 1.33" Pos 3" 


C:\WPS1\BOOKN\ TABLE . BLK 


Deleting a Column 


You also can delete a column of text. You may, for example, want to delete a 
whole column of numbers from a table created with tabs. 


To delete a column, follow these steps: 


1. Place the cursor at the top left corner of the text to be deleted as a 
column, press (Alt) F4) or (E12) to activate the Block command, and 
move the cursor to the bottom right corner of the column. 
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Chapter 3: Working with Blocks 


2.2 Place the mouse pointer at the top left corner of the column to be 
deleted; then drag the mouse to the bottom right comer of the 
column. 

The highlighted area of the screen includes some text that you do not 

want to delete. 

2. To highlight only the column you want to delete, press {Ctr E4) to 
activate the Move command, select Tabular Column (2), and choose 
Delete (3). 
~ Access the Edit pull-down menu, choose Select, choose Tabular 

Column, and select Delete (3). 


din Denicls 
Zigler Xavier 
Jade Matheson 


Loretta Murphy 
Janie Saith The Home Phone 
column is deleted. 


Doc 1 Pg 1 La 2.67” Pos 1” 


Summary 


Knowing how to use WordPerfect's Block feature gives you great versatility in editing 
documents. This chapter showed you how to define a block of text by highlighting 
the block. You leamed how to move or copy the highlighted block, delete the block, 
save it, print it, and even append it to another file. You learned several ways to 
enhance your text by using the Block feature. And you leamed how to manipulate 
columns in a table created with tabs. 


In the next chapter, you will learn how to format lines and paragraphs of text so that 
you can perform such tasks as changing the left and right margins, setting tabs, 
indenting text, and centering a line of text. 
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Formatting Lines 
and Paragraphs 


Changing left and right margins 
Changing the unit of measurement 


Enbancing text with boldfacing, underlining, 
or other font attributes 


Setting tab stops 
Indenting text 

Using Tab Align 

Aligning text flush right 

Centering text 

Justifying text 

Using hbyphenation 
Changing line height and line spacing 


Chapter 4: Formatting Lines and Paragraphs 


WordPerfect presets all initial or default settings for margins, tabs, and other basic 
features. If these settings do not fit your needs, you can change the settings for only 
the document on which you are working, or you can change the settings 
permanently through the Setup menu. Generally, this chapter tells you how to 
change the settings for the current document only. 


This chapter discusses the formatting techniques that apply to lines and paragraphs. 
The next chapter covers the formatting of pages. 


a 


' Key Terms in This Chapter 


Initial font The font in which text is normally printed, also called 
the default base font or current font. Other font sizes 


and appearances are usually variations of the initial 
font. 


Alignment character The character on which you align numbers or text. In 
WordPerfect, you can choose any alignment character 
you want. The decimal point, comma, percent sign, 


dollar sign, and equal sign are commonly used 
alignment characters. 


Line height The vertical distance between the base of a line of 
text and the base of the line of text above or below. 
Printers call this distance leading. 
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Changing Left and Right Margins 


WordPerfect’s default margins are one inch for the left and one inch for the right— 
appropriate margins for 8 1/2-by-11-inch paper. WordPerfect measures margins from 
the left and right edges of the paper or from the perforation on pin-feed paper. You 
can change the margins for just the current document or permanently for all future 
documents. In addition, you can change the unit that WordPerfect uses to measure 
settings such as margins. If you want to change the margins, simply measure your 


stationery or paper and decide how many inches of white space you want as 
margins. 


____ Changing Left and Right Margins 


ooo —— wees 


Changing Left and Right Margins for the 
Current Document Only 


You can change the settings for left and right margins for only the current 
document by using either of two methods. The first method is to insert margin 
setting codes at the location in the document where you want those codes to take 
effect. If you insert the codes at the beginning of the document, they affect the 
entire document. If you insert the codes elsewhere, they affect only the portion 
from the codes to the end of the document or to the next codes. 


The second method is to insert the codes in the Document Initial Codes screen. 
You can access this screen from anywhere in a document, and the settings you 
specify will affect the entire document. In addition, if you specify settings this way, 
they cannot be inadvertently deleted easily, as they might be if you use the first 
method. You may find that using this second method is advantageous for 
establishing many WordPerfect settings in addition to those for left and right 
margins. 


To change the margin settings with the first method, you first place the cursor at 
the left margin of the line where you want the new margin settings to begin. If you 
want to change the margins for the entire document, move the cursor to the 
beginning of the document before setting the margins (or use the second method). 
After you position the cursor, follow these steps to change the left and right 
margins for either a portion of the document or the entire document: 


Fornat 

1. Press (eShift) F8) to 
activate the Format 
command. From 
the Format menu, 
select Line (1). 


1 - Line 


Hyphenation Line Spacing 
Justification Margins Left/Right 
Line Height Tab Set 

Line Muaber ing S Uidow/Orphan Protection 


2 - Page 
Page Munber ing 
Paper SizesType 
Suppress 


Center Page (top to botton) 
Force OddvEven Page 
Headers and Footers 
Margins Top/Botton 


3 - Document 
Display Pitch 
Initial Codes/Font 


Redline Method 
Summary 


4 - Other 


vance 
Conditional End of Page 
Decinal Characters 

Language 


Overstr ike 
Printer Functions 
Underline Spaces/Tabs 
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“> Access the Layout pull- 
down menu and select 
Line. 


Many of WordPerfect’s formatting tasks begin at the Format menu or the 
Layout pull-down menu. 


Format: Line 
1 ~ Hyphenation 


2 - Hyphenation Zone - Left 
Right 


3 - Justification 

4 - Line Height After you select Line 
S ~ Lina tendering (1), the Format: Line 
6 - Line Spacing 


menu is displayed. 
7 - Margins - A 
g 


8 - Tab Set 


9 - Uidow/Orphan Protection 


Selection: 0 


2. Select Margins Left/Right (7). 
3. Type a value for the left margin and press Enter). 
4. Type a value for the right margin and press (“Enter). 


86 


ee re re ee se eer ee 


Changing Left and Right Margins 


Format: Line 
1 - Hyphenation 


2 - Hyphenation Zone - Left 
Right 


3 - Justification 


4 - Line Height 
The margins in this 


example have been 
changed to 3/4" 
(0.75"). 


S - Line Munbering 


6 - Line Spacing 


7 - Margins - Left 
Right 


8 - Tab Set Rel: -1", every 0.5" 


9 - Uidow/Orphan Protection No 


5. Press (F7) (Exit) to return to the document. 


These margin settings take effect from this point in the document until they are 
changed again. 


If you change your mind about the new margin settings, pressing Cancel (FI) won't 
cancel the new settings. You can use Reveal Codes (Alt-F3, or F11 on an Enhanced 
Keyboard) to display the [L/R Mar:] code, and then delete it. 


To change left and right margin settings by using the second method, which affects 
the entire document, follow these steps: 


1. Press (Shift](F8) to activate the Format command. From the Format 
menu, select Document (3). 
C3 Access the Layout pull-down menu and select Document. 


Fornat: Docurzent 


1 - Display Pitch - aati Lag The Format: 
t > u ; 
* = Suteial Codes Document menu 1S 
displayed. 


3 - Initial Base Font Courier 10cpi 


Printer Dependent 


4 - Redline Method 
S - Suamary 
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Chapter 4: Formatting Lines and Paragraphs 


The Document Initial 
Codes screen is 
displayed. From this 
screen, you can change 
any settings you want, 
which will govern the 
entire document. 


Initial Codes: Press Exit when done 


3. Press Shifti F8) (Format) and select Line (1). 
Cim Access the Layout pull-down menu and select Line. 
. From the Format: Line menu, select Margins Left/Right (7). 
Type a value for the left margin and press (“Enter). 
. Type a value for the right margin and press Enter). 
. Press (FZ) (Exit) to return to the Document Initial Codes screen. 


SAW 


The margins in this 
example have been 
changed to 1.5". 


Initial Codes: Press Exit when done 


ILAR Mer:1.5°,1.5 ) 


8. Press (F7) (Exit) two more times to return to the document. 
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Changing Left and Right Margins Permanently 


If you only occasionally produce a document with different margins (or other 
formatting options), you can change the settings for individual documents. You 
may, however, always use a specific setting—3/4-inch margins, for example. In this 
case, you can permanently change the margins, or other initial settings, through the 


Setup menu. 


To change the margins permanently for all future documents, follow these steps: 


Setup 
1 - Mouse 


2 - Display 


3 - Environment 

4 - Initial Settings 
S - Keyboard Layout 
6 - Location of Files 


Selection: 0 


Retrieve 


Save 
Text In > 
Text Out > 


Passuord > 


Display 
Environnent 
Initial Settings 
Keyboard Layout 
Location of Files 


1. Press {@Shift).F1} to 
activate the Setup 
command. The 
Setup menu is 
displayed. 


O3 Access the File pull- 


down menu and select 
Setup. 
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Setup: Initial Settings 
1 - Merge 
Z — Date Format 31,4 


2. From the Setup 
3 - Equations PN cial menu, select Initial 
4 — Format Retrieved Documente Ho Settings (4) to display 
S - Initial Codes the Setup: Initial 


6 - Repeat Value Settings menu. 
7 - Table of futhorities 


8 - Print Options 


3. Select Initial Codes 
Initial Codes: Press Exit when done (5) to display the 
Setup Initial Codes 
screen. 


From this point, you follow the same steps for changing the margins for 
the current document only. 


4. Press {@Shift)‘F8) (Format) and select Line (1). 

Co Access the Layout pull-down menu and select Line. 
5. From the Format: Line menu, select Margins Left/Right (7). 
6. Type a value for the left margin and press (Enter). 
7 


ee 


8. Press (F7) (Exit) three times to return to the document. 


Any document you create in WordPerfect will automatically have this margin code 
placed in its Document Initial Codes screen. 
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_Changing the Unit of Measurement — 
| 


| Introduction 
| 
3 o ! Getting 
Changing the Unit of Measurement | Sane 
The default unit of measurement in WordPerfect is the inch. If you prefer, you can Editing 
change this measurement to a centimeter, a point, a w unit (1/1200th of an inch), i en 
Corking 


or a u unit (line and column). You can change the unit of measurement for the 
settings you enter for menu selections such as left and right margins or tabs. And 


with Blocks 


| 
you can change the unit of measurement that appears in the status line. | Formatting 
WordPerfect enables you also to set absolute margins, regardless of the font; you | ings suas 
| Paragrap 
do not have to calculate how many columns and rows fit on a page. | rs 
Fonnatting 
Inches Pages 
The status line showing Proofreading 
the inch as the unit of 
Doc 1 Pg 1 Ln 1” Pos 1" measurement. Ponting 
a Managing 
Points Files 
The status line showing 
the point as the unit of ela 
a Macros 
ie dy 4 tn Sap Hon oe measurement, 
Merping 
Documents 
23 4 5 G6 7 B 9 10 11 12 13 14 15 1G 17 19 19 20 21 r 
Ved. | dsl EARE ets as cla lok tad F tchbaliielabela | | The status line showing Sorting, und 


Selecting 


the centimeter as the unit 
of measurement. 


Doc 1 Pg 1 Ln 2.S4c Pos 2.54c Using 
Columns 
The status line showing oe 
; Tables 
the w unit (1/1200th of an 
inch) as the unit of Referencing 
BOD DEE SN sone Pm see measurement. 
Creating 
Graphics 
Columns 
The status line showing the Appendix A 


t unit (line/column) as the 


é Appendix B 
unit of measurement. 


Doc 1 Pg 1 Ln 1 Pos 10 


briclex 
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To change the default unit of measurement, follow these steps: 


1. Press °Shift)_F1) to activate the Setup command. From the Setup menu, 
select Environment (3). 


Ca Access the File pull-down menu, select Setup, and choose 
Environment. 


Setup: Environment 
1 - Backup Options 
2 - Beep Options 
3 - Cursor Speed SO cps 
4 - Docunent Nanagenent/Sumary 


WordPerfect displays 


S - Fast Save (unformatted) Yes the Setup: Environment 
6 - Hyphenation External Dictionary/Rules menu. 
7 - Proapt for Hyphenation When Required 


2. Select Units of 
Measure (8). 


8 - Units of Measure 


WordPerfect displays the Setup: Units of Measure menu. 


SRE O eae . Select Display and Entry of 
PEE ONET EOR Numbers for Margins, Tabs, 
isis iagriigs etc. (1) and then choose a 
new unit to use for menu 
selections. For example, 
press (C) to select 
centimeters. 


. Select Status Line Display 
(2) and choose a new unit 
to use in the status line. 
For example, press (C) to 
select centimeters. 


Z — Status Line Display 


n inch 
u = VordPerfect 4.2 Units (Lines/Coluans) 


Selection: O 


5. Press FZ) (Exit) to return to the document. 


In any menu that requires specifying a measurement, as in changing left and right margins, 
you can force WordPerfect to use a nondefault measurement. For example, if you have 
set the Units of Measure option to centimeters, but you want to enter left and right margins 
in inches, simply include " or i after the number: WordPerfect will convert the entry to 
the default setting of Units of Measure. In such menus, WordPerfect also converts fractions 
to decimals. For example, WordPerfect converts 6/7" to 0.857". 


Enhancing Text 
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Enhancing Text 


You can enhance a document by changing the size and appearance of the text. 
You accomplish some formatting tasks as you enter text simply by pressing the 
appropriate key, typing the text, and pressing the key again. For instance, from 
anywhere within the document, you can make text boldfaced or underlined as you 
type. You can apply other text enhancements by selecting them through the Font 
menu. For example, to make text italic, you choose that type style from the menu. 


Enhancing Text from within a Document 


A common text enhancement that you can make from within a document is to 
boldface or underline a portion of text. Although you can make either of these 
enhancements through the Font menu (as described in the next section), the 
simplest way to boldface or underline text that you are about to type is to press 
Bold (F6) or Underline (F8). 


To boldface a portion of text that you are about to type, follow these steps: 


1. Press (F6) to turn on the Bold feature. 

2. Type the text you want to boldface. 
The text that you type appears brighter (or in a different color) 
on-screen. The Pos number in the status line also changes in 
brightness or color. 

3. Press (F6) again to turn off the Bold feature. 


To underline text, follow these steps: 


1. Press (F8) to tum on the Underline feature. 
2. Type the text you want to underline. 
3. Press (F8) again to turn off the Underline feature. 


Bold (F6) and Underline (F8) work as on/off toggle switches. You press the key 
once to turn on the feature; you press the key again to turn off the feature. If you 
press either Bold or Underline twice without entering text, the text you enter will 
not reflect bold or underline enhancements. 


To enhance text that you've already typed, use the Block command as described in 
Chapter 3, “Working with Blocks.” You first highlight the block of text with the 
Block command or the mouse. You then press either Bold (F6) or Underline (F8) 
once to enhance the highlighted block of text. 
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Chapter 4: Formatting Lines and Paragraphs 


Enhancing Text with the Font Feature 


With WordPerfect’s Font feature, you can choose from the fonts (typefaces) available 
for use with your printer. The Font feature also controls size, color, and other 


variations of printed text, such as outline and shadow printing, subscripts, and 
superscripts. 


When you installed your printer, you selected an initial font, also called the default 
base font or the current font. The base font is the font in which text is normally 
printed. Other font sizes and appearance options are usually variations of the base 
font. For example, if 10-point Helvetica is the base font, boldfaced text will be 


printed in 10-point Helvetica Bold, and italic text will be printed in 10-point Helvetica 
Italic. 


Changing Font Attributes 


Font attributes refer to the variations in a font’s size and appearance that are available 
with your printer for a given base font. Size attributes include superscript and 
subscript, fine, small, large, very large, and extra large. Appearance attributes include 
boldface, underline, double-underline, italic, outline, shadow, small caps, redline, and 
strikeout. Remember that not all printers can print all attributes. 


You can select the font attributes by pressing Font (Ctrl-F8) or accessing the Font 


pull-down menu. When you press Font (Ctrl-F8), WordPerfect displays the following 
menu: 


1 Size; 2 Appearance; 3 Normal; 4 Base Font; 5 Print Color: 0 


Slightly different options are 
displayed on the Font pull- 
down menu. 


Print Color 


Characters 
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Enhancing Text 


Changing the Font Size 


WordPerfect offers a variety of font sizes through the Font menu. All the sizes are 
determined by the base font. For example, if your base font is 10-point Helvetica, 
the large font may be 12-point Helvetica, the very large font may be 14-point 
Helvetica, and so on. Note that you may not be able to distinguish the different 


sizes On-screen. 


How the 
various Sizes 
appear in pnnt 
depends on 
This is 14 point type. Good for subheads. your printer. 


This ia 8 point type Itis hard to read. 


This is 10 point type. Good for body text. 


This is 12 point type. Good for body text. 


This is 18 point type. Good for subheads and some heads. 


This is 24 point type. Good for headlines. 


This is 36 point type. Good 
for mastheads. 


This is 72 pts. 


To change the size of the font, use the following procedure: 


1. Press (CtriliF8) to activate the Font command. From the Font menu, 
select Size (1). WordPerfect then displays the following attribute menu: 


1 Suprscpt; 2 Subscpt; 3 Fine; 4 Small; 5 Large; 6 Vry Large; 7 Ext Large: 0 
Ð Access the Font pull-down menu. 
2. Select any one of the attributes to change the size of the font. 
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Chapter 4: Formatting Lines and Paragraphs 


When you select font size options such as Fine, Large, Very Large, and Extra Large 
WordPerfect automatically chooses the correct line spacing (so that a large font won't 
overprint the preceding line, and fine print doesn’t print with too much line spacing) 
If you later decide to print the same document with another printer or set of fonts 


WordPerfect performs any required adjustments and sets the correct font, pitch, and 
line height automatically. 


You can change a font attribute of existing text by first blocking the text with the 


Block command or the mouse, and then selecting the new font attribute with the 
procedure just described. 


Changing the Font Appearance 


WordPerfect offers a variety of font attributes for appearance through the Font 


menu. Note that you may not be able to distinguish the different appearance 
attributes On-screen. 


Appearance attributes with PostScript: How the various 
attributes for 
Regular Bold Underlined appearance are 
Bold & Underlined Double Underline Pontes ae pends 
Italic Bold & Italic on your printer. 


Outline Bold & Outline 


Shadow Bold & Shadow 
Bold & Outline & Qhadow 
SMALL Caps SMALL Cass & OUTUNE 


Redline Strikeowt 


To change the appearance of the font, follow these steps: 


1. Press (Ctrl). F8) to activate the Font command. From the Font menu 
select Appearance (2). 
WordPerfect displays the following attribute menu: 


1 Bold 2 Undrln 3 Dbl Und 4 Italc 5 Outln 6 Shadw 7 Sm Cap 8 Redin 9 Stkout: 0 
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n Access the Font pull- 
down menu and select 
Appearance. 


Underline 
Double Underline 
Italics 
Outline 
Shadow 
Snall Cap 
Redline 
Print Color} Strikeout 


Characters 


2. Select any one of the attributes to change the appearance of the font. 


Restoring Font Size and Appearance to Normal 


To restore a single attribute for font size or appearance to normal after typing the 
text, press the right-arrow key one time to move the cursor past the attribute-olf 

code. If more than one attribute is turned on, press the right-arrow key one time 

for each attribute you want to turn off. 


Alternatively, after you have made several font attribute changes, you can restore 
the font size and appearance to normal by pressing Font (Ctrl-F8) and selecting 


Normal (3). Or you can access the Font pull-down menu and select Normal. Either 


method pushes the cursor beyond all attribute-off codes and ends all size and 
appearance attributes at that point in the document. 


Changing the Base Font 


In addition to changing font attributes, you can change the base font that the 
printer uses—permanently (for all future documents), for the entire current 
document, or for a portion of the current document. To change the base font 
permanently, you use the Print menu, as explained in Appendix A. To change the 
base font for the entire current document, you change the Initial Base Font setting 
on the Format: Document menu. To change the base font for a portion of the 
current document, you use the Font menu. 
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Here are three 
categories of 
typefaces you 
might choose as 
your base font. 


This is Helvetica, a sans-serif typeface. 
Note the straight strokes. Helvetica looks 
good at larger point sizes. 


This is Times, a serif typeface. Note the tails on 
each letter. Good for body text and long 
stretches of smaller point sizes since it is easy 
to read. | 


This is Cloister Black. A decorative typeface and not 
easp to read. St should be used only for impact. 


To change the base font for the entire current document, follow these steps: 


1. Press {eShift) F8) to activate the Format command, and select Document (3). 
Ci) Access the Layout pull-down menu and select Document. 
2. Select Initial Base Font (3) from the Format: Document menu. 
3. Highlight the font you want, then press (“Enter) or choose Select (1). 
The screen display adjusts to reflect for the new base font the number of characters 
that can be printed in a line with the current margin settings. If, for example, you 


select a 6-pitch font, the on-screen lines will be shorter than if you select a 10-pitch 
font. (Pitch indicates the number of characters per inch.) 


To change the base font for a portion of the current document, follow these steps: 


1. Move the cursor to the place in the document where you want to change 
the base font. 


2. Press ‘Ctrl) F8) to activate the Font command, and select Base Font (4). 
C: Access the Font pull-down menu and select Base Font. 
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Introduction 


Getting 
Started 
Base Font 
eee WordPerfect displays a list 
Condensed 17cpi Itall e iting 
Courter a i of the fonts available for Editing 
rier c 
SIE Ai ve use with your printer. The eating 
Courier PS fonts listed are the with Blocks 


Courier PS Italic 
Prestige Elite 6cpl 
Prestige Elite 6cpi Italic 


Prestige Elite i2cpi 
Prestige Elite i2cpi Italic 
Prestige Elite PS 

Prestige Elite PS Italic 


printer’s built-in fonts, 
plus any fonts you have 
selected with the 


Cartridges and Fonts 


feature. Formatting 
Pages 
1 Select: M Mame search: 1 
Proofreading 
3. Select Name Search and type the first letters of the font you want to Printing 
select. When the name of the font is highlighted, press ‘~Enter) or 
choose Select (1). ial 


(OD Use the mouse pointer to highlight the font you want. Choose 


Select (1) or double-click the font to select it. Creating 
Macros 
Merging. 
Setting Tab Stops Documents 
WordPerfect comes with tab stops predefined at one-half-inch intervals. Four basic set and 
Selecting 


types of tabs are available: left, center, right, and decimal. In addition, each type of 
tab can have a dot leader (a series of periods before the tab). You can establish tab Using 


stops in relation to the left margin or the left edge of the physical page. Columns 
Creating 
aa S, is Tables 
Bull Run Chiropractic Clinic 
Center Center EAr i Referencing 
Oe en, SN A number of tab types 
Decinal Right AT A h Th 5 
hidden codes inserted to Graphics 


; .00 Mo 
G:\WPS1\QUENF IGS-8 Doc 2 $ 1 Ln 1.67” Pos 1” 
Date:(Tadb)lTablMħoueaber 5, 1969(HRt 


produce the tabs are 
Appendix A 


Ship to:[Tab][Tab]Bul] Run Chiropractic Clinic(HRt] . . 
[HRE] me displayed in the bottom 


ITab Set Kel Te eC BOLD) Tab Types:(Cutr Tab)Center(Cntr Yab}Center 

{Cntr Tab)CenterlAgt Tab)Right(bold}(HAt) 

Iten(Cntr Tab)Qty[Cntr TabJCost(Cntr Yab)Total(RAgt TabJShippedT(HRt } 

[HRt} 

[Tab Set:Rel: *3%,«4",05",°6.S°)(BOLD]Tab Types:{Cntr Tab}Dot Leader(Cntr TabJDe 

cinmal(Cutr TabIDec inal (Agt TabJRight{bold }(HRt] 

[Tab Set:Rel: «3”,«4",«5°,°6.5"]Vitanin ElCntr Tab}4{Dec TabJ1.19{Dec Tab]4.761R index 
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Displaying the Tab Ruler 


To view current tab settings, you use the Window feature to display the tab ruler at 
the bottom of the screen. To display the tab ruler, follow these steps: 


1. Press (Ctri){F3) to activate the Screen command, and select Window (1). 
(5 Access the Edit pull-down menu and select Window. 
WordPerfect displays the following prompt along with a number after 
the colon: 
Number of lines in this window: 
2. Enter a number that is one less than the number displayed in the 


prompt. For example, if the prompt displays 24, type 23 and press 
(~Enter). 


The tab ruler at the bottom of 
the screen indicates the left 
and right margins with curly 


kein iisi tii braces, { and }. Tab stops are 


marked with triangles. 


Instead of displaying curly braces, the tab ruler may display square brackets, [ and ]. 
Braces indicate margins and tabs at the same position; brackets indicate margins 
alone. 


Hiding the Tab Ruler 


To hide the tab ruler, you use almost the same procedure as for displaying the tab 
ruler. The only difference is that you type a number which is one greater than the 
number displayed in the prompt. 


Changing Tab Settings 


You can change tab settings for all documents or for only the document in which 
you are working. When you change the settings for just the current document, the 
settings affect the text only from that point forward. 


You can set tab stops one at a time, or you can specify the increment and set several 
tab stops at once. Similarly, you can delete one tab stop, all tab stops, or only the tab 
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Setting Tab Stops 


ee ee camme ee ee ee 


stops to the right of the cursor. You can set multiple tab stops across 8 1/2 inches 
of a page. If you print on wider paper, you can extend tab stops from 8 1/2 inches 
to 54 1/2 inches, but you must set the tab stops at the far right individually. You 
can set a maximum of 40 tab stops. 


Table 4.1 shows the various types of tabs available in WordPerfect. 


Table 4.1 
Types of Tabs Available in WordPerfect 


Tab Type Operation 


Left (L) Text is indented to the tab stop; then text continues to 
the right. A left tab (the default) is the most commonly 
used tab stop. 

Center (C) Text is centered at the tab stop. A center tab works 
much the same as Center (Shift-F6) except that a 
center tab can force centering anywhere on the line, 
not just the center between margins. Use center tabs 
to create column headings. 

Right (R) After a right tab stop, text continues to the lelt. A right 
tab works much the same as Flush Right (Alt-F6), 
except that a right tab can be placed anywhere on the 
line, not just at the right margin. Use right tabs to 
create headings over columns of numbers and dates. 


Decimal (D) After a decimal tab stop, text continues to the left until 
the alignment character is typed; then text continues 
to the right. Decimal tab stops work much the same as 
Tab Align (Ctrl-FG), except that you preset the 
alignment character as a tab stop. The default 
alignment character is a period (.), but you can 
change it to any character (for example, : or $). Use 
decimal tabs to line up columns of numbers. 

Dot Leaders (.) Any of the four tab types can be preceded by a dot 
leader (a series of periods). Use dot leaders for long 
lists that require scanning from left to right (phone 
lists, for instance). 
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To change tab settings, follow these steps: 


1. Press eShift F8) to activate the Format command, and select Line (1). 
o Access the Layout pull-down menu and select Line. 
2. From the Format: Line menu, select Tab Set (8). 


The bottom of the screen 
displays a graphical 
4" 5” - ‘ representation of the current 


2 e +6 
Delete EOL (clear tabs); Enter Muaber (set tab); Del (clear tab): 
= Leader: Press Ex 


Type: Left; Center: Right: Decimal: .= Dot it when done. tab stops. 


After the tab ruler is displayed, you can delete or add single or multiple tab stops, 
and you can change the way tabs are measured (from the left margin or from the left 
edge of the physical page), as described in the text that follows. After you have 
changed the tab stops, press Exit (F7) twice to return to the document. 


Deleting Tab Stops 


To delete a single tab stop, use the cursor keys to move to the tab stop you want to 
delete, and press Del or Backspace to delete the tab stop. 


To delete all tab stops, move the cursor to the left margin by pressing Home, Home, 
left arrow. Then press Ctrl-End. 


To delete tab stops to the right of the cursor, type the number Cin inches) of the first 
tab stop you want to delete, press Enter, and then press Ctrl-End. 


Adding Tab Stops 


To add a single tab stop, use the cursor keys to move to the place where you want 
to add a tab stop, and press the letter for the appropriate tab type: L to add a left tab, 
C to add a center tab, R to add a right tab, or D to add a decimal tab. To add a dot 
leader, press the period (.) key. Alternatively, type the position for the first tab and 
press Enter. For instance, type 3 1/8 and press Enter to place a tab at 3 1/8 inches. 
Note that WordPerfect automatically changes the number to its decimal equivalent 

of 3.125. 
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_Setting Tab Stops 


To add multiple left tab stops, first delete the existing tabs and then type the 
number of inches marking the location where the tabs are to begin, type a comma, 
and type the spacing increment. Then press Enter. For example, to space tabs one- 
half inch apart beginning at one inch, type 1,.5 and press Enter. 


To add multiple center, right, or decimal tab stops and dot leaders, use the cursor 
keys to move the cursor to the place where you want the tab stops to begin. Or 
type the position for the first tab and press Enter. Then press C (Center), R (Right), 
or D (Decimal). If you want a dot leader, press the period (.) key. Then type the 
number of inches marking the location where the tab stops are to begin, type a 
comma, and type the spacing increment. Finally, press Enter. For example, to space 
right-aligned tab stops one-half inch apart beginning at one inch, position the 
cursor at one inch, press R, type 1,.5, and then press Enter. 


When adding multiple tab stops that start at a position less than one inch, enter the 
number for the starting position as a decimal with a leading zero. For instance, if 
the tab stops start at one-half inch and are spaced at one-half-inch intervals, type 


0.5,.5. 


Measuring Tabs 


WordPerfect has two ways that tabs are measured in relation to the margin or 
physical page: Absolute and Relative to Margin (the default). Absolute tabs are set 
in relation to the left edge of the physical page. The hidden code for Absolute tabs 


looks similar to the following: 
[Tab Set:Abs: 0", every 0.5"] 


Relative to Margin tabs are set in relation to the left margin setting. If the left 
margin is changed, the tabs adjust to the new margin setting. The hidden code for 
Relative to Margin tabs looks similar to the following: 


[Tab Set:Rel: +1", +2", +3", +3.5"] 


With Relative to Margin tabs, if you want a tab stop to be one inch from the left 
margin, the tab will always be one inch in from the margin even if you later 
change the left margin setting. 


To change the way tabs are measured, choose Type and select either Absolute (1) 
or Relative to Margin (2). 
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Indenting Text 


Although WordPerfect’s Tab and Indent features are similar, each has specific uses. 


The first line of text is 
indented with (Tab =). 


Keeping an Idea File 


save os a ‘ile afad a oon iara i ea A : : 
agony n entire paragraph is 
indented from the left 
Liang = re rahine yese ye it a tee Uae tai oo margin with F4) (Indent). 
ideas later. 


ee 


fm idea file iz an extension of a brainstorming file. An entire paragraph iS 

You can cave an idea file and retrieve It when you want 

SS she ee ees MT indented from both the 
left and right margins with 
(eShift)(F4) (Left-Right 


D: \UPSiNEOOIN INDENT . TXT Doc 1 Pg 1 Ln 1" Pos 1” Indent). 


Never use the space bar for indenting or tabbing. If your printer supports 
proportional spacing, text will not align properly at the left indent or tab stop. 
Use instead the Tab key or the Indent key. 


[mes Using the Tab Key 


Use the Tab key to indent only the first line of a paragraph from the left margin. The 
Tab key, represented by left and right arrows at the left side of the keyboard, works 
like the Tab key on a typewriter. Each time you press Tab in WordPerfect, the cursor 
moves across the screen to the next tab stop. 


Using the Indent Key 


Indent an entire paragraph from the left margin by using either the keyboard or the 
mouse. 


With the keyboard, press Indent (F4) to indent an entire paragraph from the left 
margin. 
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Indenting Text 


ee ee ee =- ee ee 


C With the mouse, access the 
Layout pull-down menu, 
select Align, and choose 
Indent —. 


Docunent 
Other 


Footnote> 
Endnote > 


Indent -> 
Indent -><- 
Margin Rel <- 


Center 
Flush Right 
Tab Align 


Hard Page 


The cursor moves one tab stop to the right, and the left margin is reset temporarily. 
Everything you type, until you press Enter, is indented one tab stop. To indent 
more than one tab stop, press Indent (F4) until the cursor is located where you 
want to begin. 


fose | [ra] Using the Left-Right Indent Key 


Indent a paragraph from both the left and right margins by using either the 
keyboard or the mouse. 


With the keyboard, press Left-Right Indent (Shift-F4) to indent a paragraph from 
both the left and right margins. 


CƏ With the mouse, access the Layout pull-down menu, select Align, and choose 
Indent > <. 


The cursor moves to the right one tab stop and temporarily resets both the left and 
right margins. Everything you type, until you press Enter, is indented one tab stop 
from the left margin and indented the same distance from the right margin. To 
indent more than one tab stop from both margins, press Left-Right Indent (Shift-F4) 


more than once. 
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Indenting an Existing Paragraph 


You can use Indent (F4) or Left-Right Indent (Shift-F4) to indent an existing 
paragraph. Follow these steps: 


Keeping an Idea File 


1. Move the cursor to 
fin idea file is an extension of a brainstorming file. You can save g 
‘an idea file and retrieve it when you want to add more ideas later. the first character of 


the text you want to 
indent (or to the left 
of a tab indent at the 
beginning of a 
paragraph). 


D:\MPS1\BOOKN IMDENT . TXT Doc 1 Pg 1 Ln 1.83” Pos 1” 


2. Press (F4) (Indent) or (¢Shift F4) (Left-Right Indent). 
Access the Layout pull-down menu, select Align, and choose either 
Indent — or Indent > &. 


3. Press (+) to reformat the screen so that the entire paragraph is indented. 


Keeping on Idea File 


fin idea file iz an extension of a brainstorning file. 
You can save an idea file and retrieve it when you want 
to add more Ideas later, 


This paragraph is indented 
from both the left and right 
margins. 


D:\WPS1NBOORN INDENT . TXT Doc 1 Pg 1 Ln Z“ Pos 1.5” 
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Creating a Hanging Indent 


A hanging indent is one in which the first line of the paragraph is flush with the 
left margin, and the rest of the paragraph is indented to the first tab stop. 


Bibliography 
Sophocles, Oedipus the King. Translated and adapted by Anthony 
Burgess, Minnesota Drama Editions, edited by Michael Langhan, 
No. 8, Minneapolis: University of Minnesota Press In 
association with Guthrie Theater Company, 1972. 
Hanging indents are 
useful in report formats 


such as bibliographies. 


Doc 1 Pg 1 Ln 1" Pos 4.25" 


D:\WPS1\BOOKNBIBLIO. TXT 


To create a hanging indent, follow these steps: 


1. Position the cursor at the left margin. 
2. Press (f4) (Indent) to move the cursor to the first tab stop. 
(2) Access the Layout pull-down menu, select Align, and choose 
Indent —. 
3. Press (eShift(Tab=) (Margin Release) to move the cursor back to its 
original position, at the left margin. 
© Access the Layout pull-down menu, select Align, and choose 
Margin Rel <. 
4. Type your text. 
5. To end the hanging indent, press (Enter). 


Using Tab Align 


Use the Tab Align feature to align text at the right on a specific character. For 
example, you may want to use Tab Align to align names and addresses, or 
numbers within columns. 


_—— 
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Uitaain E 1.19 
Vitanin A 6 1.00 
Vitanin C 2 1.15 
Vitanin D 1 1.05 


Numbers are aligned on a 
decimal point. 


| Text is aligned on a colon. 


D:NMPS1NBOOKNAL IGM. TXT Doc 1 Pg 1 Ln 1” Pos 1” 


To align text at the right on a specific character, follow these steps: 


1. Press (Ctr) F6) to activate the Tab Align command. 
{> Access the Layout pull-down menu, select Align, and choose Tab 
Align. 
The cursor jumps one tab stop to the right, and the following message 
appears: 
Align char = . 
2. Type your text. 
All text that you type moves to the left of the tab stop until you type the 
alignment character (the default is a period). 
3. Type the alignment character—in this case, a period (.). 
The text begins moving to the right of the tab stop. 


If you want to align text at the right without displaying the alignment character, you 
can repeat Step 1, type the text, and press Enter before pressing the alignment 
character. The typed text is right-justified at the tab stop. 


The alignment character can be any character you want. The default is a period or 
decimal point (.), which works well with numbers. To align names and addresses, 
use a colon (:). To align numbers in an equation, an equal sign (=) is best. To align 
monetary amounts, use a dollar sign (S). 


You can change the alignment character permanently for all future documents or for 
the current document only. To change the alignment character permanently, use the 
Setup menu. 
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~ Using Justification 


To change the alignment character for a portion of the current document, first 
position the cursor at the place in the document where you want the setting to take 
effect. To change the alignment character for the entire document, first position the 
cursor at the top of the file. Then follow these steps: 


1. Press (eShift) F8) to activate the Format command, and select Other (4). 
Co Access the Layout pull-down menu and select Other. 
2. From the Format: Other menu, select Decimal/Align Character (3). 
The cursor moves to the right of that option. 
3. Type a new alignment character and press {“Enter) twice. 
4. Press (F7) (Exit) to return to the document. 
Using Justification 


WordPerfect offers the following four types of justification: 


Full Justification aligns the text on the printed page along both the 
right and left margins. Use Full Justification (he default setting) when 
you have a printer capable of proportional spacing and you want a 
formal look. 

Left Justification leaves a ragged right margin. 

Center Justification centers all text. 

Right Justification aligns all text on the right margin, leaving the left 
margin ragged. 


Left Justification: 


This line has so many characters that the very next 
extraordinarily long vord wraps to the next line, creating a gap 


at the right margin. 
Full Justification: 


This line has so many characters that the very next extraordinarily 
long word wraps to the next line, creating a gap at the right 


margin. 


This line has so many characters that the very next 
extraordinarily long word wraps to the next line, creating a gap 
at the right margin. 


The four types of 
justification are used in 
this sample document. 
Notice that you cannot sce 
on-screen the impact of 
Full Justification. 


Center Justification: 


Right Justification: 


This line has so many characters that the very next 


extraordinarily long word wraps to the next line, creating a gap 


D:\UPS1\BOOKNJUSTIFY.IXT 


at the right margin. 
Doc 1 Pg i Ln 1” Pos 1" 
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Left Justification: Because Full 


Justification is not 
visible on-screen, you 
must either use View 
Document or print the 
page to see the full 
effect. Because text is 
justified by the addition 
of spaces between 
words and letters, the 
attractiveness of 
justified text depends 
on the capabilities of 
your printer. 


This line has co nany characters that the very next 


extraordinarily long word wraps to the next line, creating a gap 
at the right margin. 


a 


Full Justification: 


This line has so many characters that the very next extraordinarily 
long word wraps to the next line. creating a gap at the right margin. 


Center Justification: 


This line has co many characters that the very next 
extraordinarily long word wraps to the next line. creating a gap 
at the right margin. 


Right Justification: 


This line has so many characters that the very next 
extraordinarily long word wraps to the next line, creating a gap 


at the right margin. 


You can change the justification setting through the Format menu. If the cursor is 
within the body of the document, the new setting affects only the portion of the 
document that follows the cursor position. If you want to change the justification 
setting for the entire document, either move the cursor to the beginning of the 


document or go to the Document Initial Codes screen before you complete the 
following steps. 


To change the justification setting with the Format menu, follow these steps: 


1. Press {¢Shift] F8) to activate the Format command, and select Line (1). 
C5 Access the Layout pull-down menu and select Line. 

2. From the Format: Line menu, select Justification (3). 

3. Select Left (1), Center (2), Right (3), or Full (4). 

4. Press (F7) (Exit) to return to the document. 


If you are not sure whether justification is on or off, complete Steps 1 and 2 to check 
the setting. Then press Exit (F7) to retum to the document. 
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Centering a Line 


Centering a Line 
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WordPerfect lets you center text instantly, without laboriously counting characters. 


You can center a line of text between the left and right margins as you type the 


line or after you type it. You can center text also on a specific point. 


Flush right 


Centered This screen illustrates 


Bull Run Chiropractic Clinic 


Schuyler U. Lininger, Jr., D.C. Jane B. Lininger, D.C. 


fAppointnent Tine 


Patients 


Janes Joyce 
Thonas Hardy 
Villian Janes 


z N 


Flush right in Vertically aligned 
left column on colon 


of two columns 


Centering between Margins 


To center text that you are about to type, follow these steps: 


1. Move the cursor to the left margin of a blank line on which you want 
to center text. 

2. Press (eShift)(F6) to activate the Center command. 
DƏ Access the Layout pull-down menu, select Align, and choose 

Center. 

The cursor is centered between the left and right margins. 

3. Type your text. 
As you type, the text adjusts to the left and to the right, remaining 
centered. 

4. Press (Enter) to end centering. 


Centered within each 


centering, as well as other 
types of text alignment. 


If you type more characters than will fit between the left and right margins, the rest 
of the text moves to the next line. Only the first line is centered. To center several 


lines, highlight the lines as a block, as described in Chapter 3; or change the 
justification, as described earlier in this chapter. 
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To center an existing line of text, follow these steps: 


N 


1. Press (AHE) or F11) to tum on Reveal Codes. 

(= Access the Edit pull-down menu and select Reveal Codes. 
2. Check to be sure that the line ends with a hard return code ([HRt]). 
3. Press Alt F3) or (F11) to turn off Reveal Codes. 

C> Access the Edit pull-down menu and select Reveal Codes. 
4. Place the cursor at the left margin of the line of text to be centered. 
5. Press Shift) F6) to activate the Center command. 

The text moves to the center of the screen. 
6. Press {4} to reformat the screen. 


Centering on a Specific Point 


To center text on a specific point, follow these steps: 


1. Use the space bar or (Jab*} to move the cursor to the specific point on 
which you want to center the text. 


2. Press “Shift F6) to activate the Center command. 
3. Type your text. 


4, Press Enter). 


The text is centered on the position of the cursor. You cannot center previously 
typed text on a specific point. 


Aligning Text Flush Right 


Use the Flush Right feature to align text with the right margin. This feature aligns the 


right edge of all headings, columns, and lines of text flush (even) with the right 
margin. 
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Aligning Text Flush Right 


900 Rose Garden Vay 
New Harnony, IN 46003 
Septenber 12, 1990 


right either before or 


Mr. Rudolf Steiner 
23 Goethe Street 
Chicago, Illinois 60610 


Dear Mr. Steiner: 


Thank you for inquiring about "The Seed and the Soil: A 
Biodynamic Perspective,” the Midwest Regional Conference of the 

Biodynanic Farming and Gardening Association. The conference will 
be held fron October 7-9, 1990, in the Barn Abbey at New Harnony, 
Indiana. The registration packet you requested is enclosed. 


This conference marks the first of its kind In the NMidvest. 
If you're new to blodynanic gardening, you'll have a rare 
opportunity to learn from the experts. If you’re an experienced 
blodynanic gardener, you’!! be able to ningle and swap secrets uith 
fellow enthusiasts. 


New Harmony, once the site of tvo utopian and agrarian 
Communities In the early nineteenth century, Is an Ideal setting 
D:\WPS1\BOOK\HARNMONY .LTR Doc 1 Pg 1 Ln 1” Pos 1” 


To create flush-right text as you type, follow these steps: 


1. Move the cursor to a blank line. 
2. Press (AIt)(F6) to activate the Flush Right command. 
Access the Layout pull-down menu, select Align, and choose Flush 
Right. 
The cursor jumps to the right margin. 
3. Type your text. 
As you type, the cursor stays at the right margin, and the text moves to 
the left. 
4. Press (Enter) to stop aligning text with the right margin. 


To align existing text with the right margin, follow these steps: 


1. Place the cursor at the left margin. 
2. Press (AIt](F6) to activate the Flush Right command. 
© Access the Layout pull-down menu, select Align, and choose Flush 
Right. 
The line of text jumps past the right margin. 
3. Press (Lt) to reformat the screen. 


When you use the Flush Right feature, some of the text may disappear past the 


You can align text flush 


after you type the text. 


right edge of the screen. Pressing the down-arrow key adjusts the screen display. 
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You can use the Block feature to right-align several lines at once. First highlight the 
block, using one of the methods described in Chapter 3, “Working with Blocks.” 


Then follow the preceding steps to align the block of text flush right. An alternative is 
to use the Justification feature, as described earlier in this chapter. 


Using Hyphenation 


When a line of text becomes too long to fit within the margins, the last word in the 
line wraps to the next line. With short words, wrapping does not present a problem. 
With long words, however, the following problems can occur: 


e If Justification is set to Left, a large gap can occur at the right margin, 
making the margin appear too ragged. 

e If Justification is set to Full, large spaces between words become visually 
distracting. 


Hyphenating a long word at the end of a line solves the problem and creates a 
visually attractive printed document. When you use WordPerfect’s Hyphenation 
feature, the program fits as much of the word as possible on one line before 
hyphenating, and wraps the balance of the word to the next line. 


Using Hyphenation Settings 
To tum on the Hyphenation feature for the entire document, follow these steps: 


1. Press ¢Shift) F8) to activate the Format command, select Document (3), 
and choose Initial Codes (2). | 


CO Access the Layout pull-down menu, select Document, and choose 
Initial Codes (2). 


WordPerfect displays the Document Initial Codes screen. 
2. Press ‘eShift) F8) (Format) and select Line (1). 


{> Access the Layout pull-down menu and select Line. 
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3. From the Format: 
Line menu, select 
Hyphenation (1). 

4. Choose Yes to tum 
on hyphenation. 


1 - Hyphenation Mo (Yes) 


2 — Hyphenation Zone - Left 16% 
Right 


3 - Justification 


4 - Line Height 
S - Line Muabering 
6 - Line Spacing 


? - Margins - Left 
Right i 


B - Tab Set Rel: -1", every 0.5” 


9 - Uidow/Orphan Protection Mo 


Selection: 1 


5. Press (F7) (Exit) three times to return to the document. 


A [Hyph On] code is inserted in the document. 


Hyphenation remains on until you turn off the feature. To turn it off, repeat the 
preceding steps, but select No instead of Yes in Step 4. 


When hyphenation is on, as you type or scroll the document, WordPerfect may 
automatically hyphenate some words. At other times, WordPerfect may prompt you 
to make a decision regarding the hyphenation of a particular word. 


When you are planning your printed document, consider the 
appearance you want to present. With ragged text, you have an 
uneven right margin and a less formal look. With right-justification 


When WordPerfect 
reaches a word, such as 
justification, the program 
beeps and displays a 
message similar to the 
one shown at the bottom 


Position hyphen: Press ESC justifica-tion of this screen. 
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At this point, you have three options: 


e You can press Esc to hyphenate the word as displayed. 
e You can use the cursor keys to move the hyphen to another 
hyphenation point, and then press Esc to hyphenate the word. 


e You can press Cancel (F1) to avoid hyphenating the word and wrap it to 
the next line. If you choose this option, a cancel-hyphenation code ([/]) 
is inserted before the word; you must delete this code manually if you 
later decide to hyphenate the word. 


If you want to turn off hyphenation temporarily (for example, while scrolling a 
document or checking spelling), press Exit (F7). When WordPerfect finishes scrolling 
or checking spelling, hyphenation is automatically turned on again. 


Note: To control hyphenation in the ways you prefer, you can customize 
WordPerfect with the Environment option on the Setup menu. You can choose to 
tum on hyphenation permanently., and you can choose the type of hyphenation you 
want. For example, you might choose hyphenation based on an external dictionary, 
supplemented with intemal rules when the word to be hyphenated is not in the 
dictionary. Or you can choose hyphenation based strictly on the rules. Although 
going by the rules is faster, the hyphenations are not as accurate. In addition, if you 
don’t want WordPerfect to beep every ime you are prompted for hyphenation, you 
can turn off the Beep option for hyphenation. The Environment option on the Setup 
menu enables you also to choose whether WordPerfect should beep when you make 
an error or when a search string cannot be found. 


Controlling Hyphenation 
WordPertect provides many features that enable you to control hyphenation of the 


text at the right margin. Among these features are a variety of hyphens, returns, and 
hard spaces. 


Understanding the Types of Hyphens 
At first glance. a hyphen looks simply like a hyphen, but WordPerfect uses—and 


enables you to use—several kinds of hyphens, including hard hyphens, hyphen 
characters, and soft hyphens. 
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A bard hyphen is part of the spelling of a word, as in father-in-law and jack-of-all- 
trades. A hard hyphen is displayed and printed at all times. The hard hyphen code 
appears on the Reveal Codes screen as [H]. If a hard hyphen appears in a word that 
needs to be hyphenated, WordPerfect uses the hard hyphen as the breaking point 
instead of prompting you for a hyphenation decision. To enter a hard hyphen, you 
press the hyphen key (located on the same key as the underline character). 


The 4)pben character appears on-screen the same as a hard hyphen, but 
WordPerfect treats the hyphen character as if it were a character. A word 
containing a hyphen character is not necessarily split at the hyphen. You may be 
prompted for hyphenation. In Reveal Codes, the hyphen appears as an 
unhighlighted —. To enter a hyphen character, you press Home and then press the 
hyphen key. Be sure to use the hyphen key in the row of numeric keys, not the 
minus sign on the numeric keypad. (The minus sign is used in formulas.) 


A soft hyphen is inserted between syllables during hyphenation. A soft hyphen is 
visible and prints only when it appears as the last character in a line; othenvise, a 
soft hyphen remains hidden. The soft hyphen appears in Reveal Codes as a 
highlighted —. You can insert soft hyphens at points where you want hyphenation 
to occur by pressing Ctrl-hyphen. 


To insert a dash in the text, use a combination of two kinds of hyphens. For the 
first hyphen, you press Home and then press the hyphen key for the hyphen 
character. For the second hyphen, you press the hyphen key for a hard hyphen. 
WordPerfect will not separate the two hyphens at the end of a line. 


If your printer is capable, you also can use the Compose feature to print an actual 
dash (printers call this an em dash). To print an em dash (—), you place the cursor 
where you want the dash to appear, press Ctrl-V, and press the hyphen key twice. 
WordPerfect places an em dash (character set 4, character 34) in the document. 


Understanding Line Breaks 


Another way you can control the text at the right margin is by specifying what kind 
of line break you want. In WordPerfect, a line can end with a soft return, a hard 
return, or an invisible soft return. 


WordPerfect inserts a sof? return code ({SRt}) at the end of each line when the text 
reaches the right margin and is automatically wrapped to the next line. 
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The program inserts a bard return code (THRt]) when you press Enter to end a line. 
You can insert a hard return when you don't want a line to wrap automatically to the 
next line or when you want to insert a blank line. 


WordPerfect inserts an invisible soft return code ([ISRt]) when you press Home and 
then press Enter. This feature is handy for dividing words without inserting a 


hyphen—for example, dividing words such as and/or or either/or after the slash or 
dividing words connected with an ellipsis (...). 


WordPerfect inserts a deletable soft return code [DSRt] if hyphenation is off and a 
line doesn't fit between the left and right margins. 


Keeping Words Togetber 


If you want to keep two words together on a line, you can insert a hard space 
between them by pressing Home, space bar. For instance, you can keep the words 
San Francisco on one line by pressing first Home and then the space bar after you 
type San. A hard space signals WordPerfect to treat the two words as a single unit. 
WordPerfect will not divide the words when they fall at the end of a line but will 
move both words to the following line. A hard space appears as [ ] in Reveal Codes. 


Changing Line Height and Line Spacing 


To format your text, you can change both the line height and the line spacing. Line 
height is the vertical distance between the base of a line of text and the base of the 
line of text above or below. Printers refer to this distance as leading. Line spacing 


controls the blank lines between lines of text; for example, double-spacing leaves 
one blank line between the lines of text. 


Line Height 


WordPerfect automatically controls line height. If the program did not adjust the line 


height and you changed to a larger type size, the vertical spacing would appear 
cramped on the printed page. 


Because WordPerfect handles changes in line height automatically, you usually don’t 
need to adjust it manually, except for special circumstances. If, for example, your 
document is one page plus two lines and you want the text to fit onto one page, you 
could change the line height to accommodate the extra lines. 
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Like many WordPerfect formatting features, line height can be changed for only the 
current document or permanently for all future documents. To change the line 
height for the entire current document, either move the cursor to the beginning of 
the document or go to the Document Initial Codes screen before you complete the 
following steps. If the cursor is within the body of the document, the new setting 
affects only the portion of the document that follows the cursor position. Note that 
the feature will not work if your printer can print only six lines per inch. Also note 
that changes in line height are not visible on-screen. 


To change line height for the current document only, follow these steps: 


1. Press (eShift){F8) to activate the Format command, and select Line (1). 
C Access the Layout pull-down menu and select Line. 
Select Line Height (4). 
WordPerfect displays the following menu: 
1 Auto; 2 Fixed: 0 
3. Select Fixed (2) to enter a fixed line height. 
4. Type the line measurement you want (with up to three decimal 
places). 
5. Press (“Enter). 


6. Press (F7) (Exit) to return to the document. 


N 


To switch back to WordPerfect’s automatic line height settings, repeat this 
procedure, but instead select Auto (1) from the menu. 


Line Spacing 


WordPerfect’s line spacing default is single-spacing. To double-space or triple- 
space a document, you can change the line spacing default rather than enter hard 
returns as you type. You can make line spacing changes permanently or for the 
current document only. To change the line spacing for the entire current document, 
either move the cursor to the beginning of the document or go to the Document 
Initial Codes screen before you complete the following steps. If the cursor is within 
the body of the document, the new setting affects only the portion of the 
document that follows the cursor position. Although you can enter any number for 
the line spacing setting, you won't see changes in line spacing on-screen except 
when you enter a line height of 1.5 or larger. 
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To change line spacing for the current document only, follow these steps: 


1. Press {¢Shift) F8) to activate the Format command, and select Line (1). 
C3 Access the Layout pull-down menu and select Line. 
2. Select Line Spacing (6). 


. Type a number for the amount of line spacing you want (with up to two 
decimal places); then press (Enter). 


Format: Line 
i - Hyphenation 


2 - Hyphenation Zone - Left 
Right % 


3 - Justification 


4 - Line Height For instance, to 


double-space the 
lines, type 2 and 
press Enter). 


5 - Line Muenber ing 
6 - Line Spacing 


7 - Margins - Left 3” 
Right 1” 


D - Tab Set Rel: -1" 
9 ~ UidowOrphan Protection Ro 


» every 0.5” 


For one-and-one-half spacing, you would type 1.5 and press (“Enter). 


Note that if you reduce the space between the lines too much, words 
may print on top of one another. 


4. Press (F7) (Exit) to return to the document. 


Uhen you have trouble deternining a sharp focus fcr a docunent— 
when you are uncertain what you want to sey-—consider trying a 
senistructured writing exercise known as “brainstoraing.” 


When you brainstorm a writing assignment on-screen, you record your 


ideas in líst form es they occur to you. thea you bralustorm. you This document is 
doa’t worry about types, spelling errors. or style. You turn off double-spaced. 
the Inclination to hone cach sentence before you move oa to the 
next one. You can handle those matters later. Your goal is, 
rather, to generate as many idcas es possible about the topic, the 


purpose, or the audience. 


Doc 1 Py 1 Ln 1” Pos 1” 


120 


Summary 


Summary 


This chapter presented many formatting options you can use to determine the 
format for the lines and paragraphs of your documents. You learned how to 
change the unit of measurement for various formatting options, change the settings 
for the left and right margins, and enhance your text with boldfacing and 
underlining. You learned also how to enhance text by changing the font attributes 
and the base font. And you learned ways to indent text, align text, and use 
hyphenation. In the next chapter, you will examine formatting techniques that 
apply to pages as well as to the entire document. 
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Formatting Pages 


Choosing the paper size 
Changing the top and bottom margins 
Centering pages 
Using the Advance feature 
Designing beaders and footers 
Numbering pages 
Controlling page breaks 
Using the Redline and Strikeout features as editing tools 
Using special characters and typing equations 
Creating formatting styles 


Chapter 5: Formatting Pages 


Designing a document means making formatting choices at several levels. In the 
preceding chapter, you learned to format lines and paragraphs. In this chapter, you 
learn to format an entire document, or just a page or group of pages. 


ee eee ee 


Key Terms in This Chapter 

Header Information that prints automatically at the top margin 
of every page. 

Footer Information that prints automatically at the bottom 
margin of every page. 

Soft page break A page break that occurs automatically. A soft page 
break appears on-screen as a dashed line. 

Hard page break A page break you insert to force a break at a certain 
spot. A hard page break appears on-screen as a line of 
equal signs. 

Widow In WordPerfect, a paragraph’s first line at the bottom of 
a page. 

Orphan In WordPerfect, a paragraph’s last line at the top of a 
page. 

Superscript A number or letter written immediately above, or above 
and to the right or left of, another character. 

Subscript 


A number or letter written immediately below, or below 
and to the right or left of, another character. 


Choosing Paper Size and Type 


To turn an on-screen document or an on-disk document into a printed document, 
WordPerfect must know the make and model of your printer and the characteristics 
of the paper on which you want the document printed. If the correct printer is not 
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yet installed on your system, don't proceed with this section. First go to Appendix 
A and follow the procedure for installing a printer definition. Then refer to Chapter 


7 for instructions on selecting a printer definition. 


After you select a printer definition, you must define a form (sometimes called a 
template) for each type of sheet (page, envelope, or label) on which you want to 
print a document. 


Note: The menus shown in the following exercise may differ from the menus 
displayed on your screen, depending on what kind of printer you are using. An 
assumption for this exercise is that you are using a laser printer. Some of these 
instructions, as indicated in the steps, do not apply to defining a form fora 
nonlaser printer (such as a dot-matrix or daisywhcel printer). 


In WordPerfect, a form definition includes the paper size and type, the location 
of the paper in the printer, and whether the orientation of the printing is portrait 
(vertical) or landscape (horizontal). When you first start WordPerfect. sever 
forms—such as those for standard paper, legal paper, and business envelopes— 
will already have been defined for you. If you need to define a new form, 
however, follow these steps: 


1. Press Shift){F8) to activate the Format command, and select Page (2). 


(39 Access the Layout pull- 
down menu and select 
Page. 


Document 
Other 


Footnote> 
Endnote > 


Justify > 
Align > 
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Format: Page 
1 - Center Page (top to botton) 
2 - Force O44/Even Page 
3 - Headers 
4 - Footers 


oa 


6 - Pege Muntering 


7 - Paper Size 8.5” x 11” 
Type Standard 


B - Suppress (this pege only) 


format: Paper Size/Type 


Paper type and Orientation Paper Size 


Contin 
Contin 
Contin 
Contin 
Yes Mana) 


egal 
Legal - Wide 
Standard 


Standard ~ Vide 
{ALL OTHERS) 


1 Select: 2 Add: 3 Copy: 4 Delete: 5 Edit: N Mame Search: 1 


Format: Paper Type 
1 - Standard 
2 - Bond 
3 - Letterhead 
4 - Labels 
S - Envelope 
6 - Transparency 
7? - Cardstock 


O ~ (ALL OTHERS) 


9 - Other 
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WordPerfect displays 
the Format: Page menu, 
offering a number of 
page formatting options. 


2. Select Paper Size/ 
Type (7). 


WordPerfect displays the 
Format: Paper Size/Type 
menu. This menu lists infor- 
mation about some standard 
forms already defined by 
WordPerfect and ready to use. 
At the bottom of the screen is 
a menu from which you can 
choose to select, add, copy, 
delete, or edit a form. 


| 3. Select Add (2). 


WordPerfect displays the 
Format: Paper Type menu. 
The paper type is the name 
you choose for the form. 
When you choose any of the 
first seven options from the 
Paper Type menu, you are 
selecting that option’s name as 
the paper type on the Format: 
Edit Paper Definition menu 
(see Step 4 in this exercise). 


Choosing Paper Size and Type 
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Selecting [ALL OTHERS] (8) stops the form-definition process and 
returns you to the Format: Paper Size/Type menu. Selecting Other (9) 
causes WordPerfect to prompt you to enter a name for some other 
form type. The name that you type becomes the form's paper type. 


4. Select Standard (1). 


Format: Edit Paper Definition 


Filenane 
1 - Paper Size 
2 - Paper Type 
3 - Font Type 
4 - Prompt to Load 
S - Location 


6 - Double Sided Printing 


7 - Binding Edge 
8 - Labels 


Standard 
Portrait 
Ho 

Cont Inuous 
Ho 

Left 


No 
9 - Text Adjustment - Top o" 
Side (a 


Selection: 0 


WordPerfect displays the 
Format: Edit Paper 
Definition menu. 

On your screen, the 
[FILENAME] portion of 
[FILENAME] . PRS will 
be the name of 
WordPerfects definition 
for your printer. 


5. Select Paper Size (1) from the Format: Edit Paper Definition menu. 


Format: Paper Size 


1 - Standard 


2 - Standard Landscape 


3 - Legal 

4 - Legal Landscape 
S - Envelope 

6 - Half Sheet 

7 - US Government 
8 - fA 


9 - A4 Landscape 


o - Other 


Selection: 0 


Uidth Height 
(8.5" x 11") 
C11" x 8.5") 
(8.5" x 14") 
(14" x 8.5") 
(9.5" x 4") 
(5.5" x 8.5”) 
(B" x 11") 
(210an x 297nn) 
(297nn x 210nn) 


WordPerfect displays the 
Format: Paper Size menu. 
The paper size is the actual 
dimensions of the sheet on 
which WordPerfect will 
print the document. These 
dimensions can be a 
standard size, such as 8 1/2 
by 11 inches, or a unique 
size, such as 4 by 9 inches. 


If you choose any of the first nine options, WordPerfect uses the 
predefined dimensions listed for the option you select. If you select 
Other, WordPerfect prompts you to define the width and height for the 


form. 
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6. For this exercise, select Standard Landscape (2) to select a form 11 
inches wide and 8 1/2 inches high. 


Yormat: Edit Paper Definition 


Tilenanc HPLASEII.PRS 


11” x 8.5" 


1 - Paper Size WordPerfect displays the 
Format: Edit Paper 
Definition menu. The 
paper size has changed to 
11" x 8.5". The paper type 
has changed to Standard - 
Wide. 


2 - Paper Type Standard - Wide 


3 - Font Type Portrait 
4 - Prompt to Load 
5 - Location 
6 - Double Sided Printing 
7 - Binding Edge 
8 - Labels 


9 - Text Adjustaent - Top 
Side 0” 


Selection: 0 


7. To define another form, select Paper Type (2). 
WordPerfect again displays the Format: Paper Type menu. 
8. This time, select Other (9). 


WordPerfect displays the prompt Other form type:. You can choose 
your own unique name for the form. 


9. For this exercise. type TEST (in uppercase letters) and press (Enter). 


Format: Edit Paper Definition 


Filenenc MPLASEI1.PRS 
11” x 8.5” 
2 - Paper Type TEST - Wide 
3 - Font Type Portrait 

4 ~ Prompt to Load 
5 - Location 


1 - Peper Size 


WordPerfect displays the 
Format: Edit Paper 
Definition menu. The 

| paper type has changed to 
TEST - Wide. 


6 - Double Sided Printing 
7 - Binding Edge 
8 - Labels 
9 - Text Adjustment - Yop 

Side 


Selection: 0 
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10. Select Font Type (3). 


The font type tells WordPerfect whether you want to print with 
characters in portrait (vertical) or landscape (horizontal) orientation, 
relative to the paper's insertion edge. This setting is meaningful only if 
you are using a laser printer. If you don’t use a laser printer, you can 


omit this option when you define the form. 


WordPerfect displays the following menu at the bottom of the screen: 


Orientation: 1 Portrait; 2 Landscape: 0 


11. Regardless of whether you use a laser printer, choose Landscape (2). 


Format: Edit Paper Definition 
HPLASEI1.PRS 
11" x 6.5" 


Filenane 


1 - Paper Size 


2 - Paper Type TEST - Ulde 


Landscape 


3 - Font Type 


4 - Prompt to Load 


S - Location 


6 - Double Sided Printing 


7 - Binding Edge Left 


8 - Labels 


Ho 
9 - Text Adjustment - Top 0” 
Side o” 


Selection: 0 


12. Select Prompt to Load (4). 


On the Format: Edit 
Paper Definition menu, 
the font type has 
changed to Landscape. 


WordPerfect displays the No (Yes) prompt. Select Yes only if you 
want to hand-feed sheets into your printer. For this exercise, assume 
that you do not hand-feed sheets into the printer. Select No or press 


(Fi) (Cancel). 
13. Select Location (5). 


The location indicates how the paper is inserted into the printer. 
WordPerfect displays the following menu at the bottom of the screen: 


Location: 1 Continuous; 2 Bin Number; 3 Manual: 0 
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The default setting is Continuous (1). Note the following options 
available: 

Continuous (1) Choose this option if the printer uses continuous- 
form paper inserted by a tractor feed or if the 
printer is an HP LaserJet with a paper tray. 

Bin Number (2) Choose this option if the sheets are inserted 
individually by a feeder from one or more 
cassettes. WordPerfect displays a Bin number: 
prompt. 

Manual (3) Choose this option if the sheets are inserted by 
hand. 


For this exercise, assume that you have a sheet feeder and that the paper 
is being drawn from bin (cassette) number 1. 


14. Select Bin Number (2), type 1, and press “€nter). 


format: Edit Paper Definition 


Filenane HPLASEI! .PRS 


1 - Paper Size 11” x 8.5" 


2 - Paper Type TEST - Wilde 
3 - Font Type 


On the Format: Edit 
Paper Definition menu, 
the location has 
changed to Bin 1. 


4 - Prompt to Load 
5 - Location 
G - Double Sided Printing 
7 - Binding Edge 
0 ~- Labels 
9 - Text Ad jestaent - 


Top o” 
Side o“ 


Selection: 0 


15. Select Double Sided Printing (6). 


WordPerfect displays the No (Yes) prompt. Select Yes if you have a 
laser printer capable of printing on both sides of the sheet (a process 
called duplex printing). If you don't use a duplex laser printer, you can 
omit this option when you define the form. 
For this exercise, assume that your printer does not print on both sides 
of the sheet. Select No or press F1} (Cancel). 

16. Select Binding Edge (7). 
WordPerfect displays the following menu at the botom of the screen: 

Binding Edge: 1 Top: 2 Left: 0 
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| 
Introduction 
; ; ; | Getting 
The default selection is Left (2). If you have a laser printer capable of | Started 
duplex printing (printing on both sides of the sheet), this option | 
controls the way the document prints on each side of the sheet. | Editing 
You select Top (1) to print the document with the second side upside- | KOR 
down so that the document can be bound on the top. You select Left | with Blocks 
(2) to print the document in the same manner on both sides of the | 
sheet so that the document can be bound on the side. Again, if you do ibaa 
ines an 


not use a duplex laser printer, you can omit this option when you 
define the form. 

For this exercise, assume that your printer does not print on both sides 
of the sheet. Press (F1) (Cancel). 


j 
| 
| 
| 
| 
|; 


=? 
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17. Select Labels (8). Proofreading 
At the No (Yes) prompt, select Yes. 
Printing 
Format: Labels WordPerfect displays the Managing 
1 - Label Size ae Format: Labels menu, which Pey 
PEN you use to enter eain 
A m EE S aob specifications for printing Macros 
OPERA E labels. Choose the Labels 
cre . option only if you want to Merging 
$ . Documents 
4 = Distance Between Labels print a document in a label 
format. You leam more Soringanð 
TE DROE TA about labels in Chapter 10, Selecting 
“Merging Documents.” Press 
$ : Using 
ead (F1) to cancel this menu. ae 
, . g A Creating 
18. Select Text Adjustment (9) if you need to move the printed image Tables 


horizontally or vertically on the sheet. 


With this option, you can make minor changes (less than a quarter- 
inch) in order to fine-tune the placement of the printed image on the 


Referencing 


Creating 
sheet. If major changes (a quarter-inch or more) are needed, adjust the Gnl 
settings for your printer, according to your printer's manual, rather 
than use this option. Appendix A 
WordPerfect displays the following menu: 

, Appendia H 
Adjust Text: 1 Up; 2 Down; 3 Left; 4 Right: 0 
Index 
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If you choose any of these options, WordPerfect displays the prompt 
Text Adjustment Distance: 0". You then enter (in decimal 
inches or as a fraction) the amount of adjustment that you want to make, 
such as 0.1, and press “Enter). Or press F1) to cancel the selection. 


19. Press .F7) (Exit). 


Format: Paper Size/Type 


F ble 
Paper type and Orientation Paper Size Labels 


WordPerfect displays the 
Format: Paper Size/Type 
menu. The form definition 
has been added to the list of 
forms. 


1 Select: Z Add: 3 Copy: 4 Delete: 5 Edit: M Mare Search: 1 


Note: Press Cancel (F1) or Esc three times to cancel all the settings you have entered 
and to retum to the editing screen. To save your changes, press Exit (F7) twice. 


To use one of the defined forms, follow these steps: 


1. Press ‘eShift) F8) to activate the Format command, and select Page (2). 
[> Access the Layout pull-down menu and select Page. 

2. Select Paper Size/Type (7). 
WordPerfect displays the Format: Paper Size/Type menu. 

3. Use the arrow keys to move the highlight bar to the form you want to use. 


4. Choose Select (1) to accept the form definition, and press (F7) (Exit) to 
return to the editing screen. 


Note: Press Cancel (F1) or Esc three times to exit the Format: Paper Size/Type menu 
and to return to the editing screen without selecting a form definition. 
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Changing Top and Bottom Margins 


WordPerfect is preset to leave one-inch margins at the top and bottom of the page. 
Page numbers, headers, footers, and footnotes are placed within the allotted text 


area. 


WordPerfect’s default measurement is the inch; therefore, margins are measured in 
inches. The top margin is the distance between the top edge of the paper and the 
first line of text. The bottom margin is calculated from the bottom edge of the 
paper to the last line of text. A margin setting governs the placement of all text that 
follows the margin code—until a different setting changes the margins. 


To change the top and bottom margins, follow these steps: 


1. Move the cursor to the place in the document where you want to set 
margins. If you want to change the margins for the entire document, 
either move the cursor to the top of the document or go to the 
Document Initial Codes screen before performing the next steps. See 
Chapter 4 for more information about Document Initial Codes, 

Press (eShift\ F8) to activate the Format command, and select Page (2). 
© Access the Layout pull-down menu and select Page. 

3. From the Format: Page menu, select Margins Top/Bottom (5). 


WN 


Format: Page 


1 - Center Page (top to botton) 


4. Type a new top 
margin, such as 1.5, 
and press (Enter). 
Then type a new 
bottom margin, such 
as 1.5, and press 


2 - Force Odd/Even Page 


3 - Headers 


4 - Footers 


5 - Margins - Top 
Bot 


6 - Page Munbering 


? - Paper Size 
Type Standard 


8 - Suppress (this page only) 


Selection: 0 


5. Press (F7) (Exit) to return to the document. 
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Centering Pages Top to Bottom 


When you center a page between the top and bottom margins, the setting applies to 
just one page—the page where you make the setting. You may, for example, want to 
center the title page of a sales report. The end of a centered page can be defined by 
either a soft page break or a hard page break. Ending the centered page with a hard 
page break ensures that the page never merges accidentally with the next page. 


Before you insert the code to center a page, be sure that the cursor is located at the 
beginning of the page, before any other formatting codes or text. You can press 
Reveal Codes (Alt-F3, or F11 on an Enhanced Keyboard) to verify the cursor position. 


To center a page top to bottom, follow these steps: 


1. Press (¢Shift).F8) to activate the Format command, and select Page (2). 
C= Access the Layout pull-down menu and select Page. 

. Select Center Page (top to bottom) (1). 

. Select Yes. 


DN WwW WN 


Press (F7) (Exit) to return to the document. 
WordPerfect inserts a [Center Pg] code. 


Considerations for Effective 
Use of Typography as a Design Element 


Although the page doesn’t 
appear centered on- 
screen, it will be centered 
when you print the 
document. If you change 
your mind about centering 
the page, delete the 
[Center Pg] code. 


Chapter 1 
The History cf Typography 
Jon Pepper 
:NMP$ 1NBOOK\CENTER . TXT Doc 1 Bah. oe 

P a a a 


e b a è b e + a a 
Teas Center \Considerations for LifectivelHkt) 
Use of Typogreply as a Design ElementiHRt] 


CHRt} 

[Center }Chapter 1[HAt} 

{HRt} 

(Center ]fhe History of Typogrephy {Hat} 
(HRL) 

{Center Jon Pepper 


Press Reveal Codes to restore tcreen 


Note that the text is centered between the top and bottom margins of the page, not 
between the top and bottom edges of the paper. To adjust the centered text on the 
page, you can change the top and bottom margins, as described earlier in this 
chapter. 
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Using Advance 


With WordPerfect’s Advance feature, you can insert into your document a code that 
instructs the printer to move up, down, left, or right before printing. (Note that 
some printers can’t “advance” backward.) You can also use Advance to tell the 
printer to start printing at a specific location on the page. This option is used most 
often to help fill in preprinted forms. 


To use the Advance feature, follow these steps: 


1. Move the cursor to the place in the document where you want 
Advance to begin. 
2. Press {Shift)(F8) to activate the Format command, select Other (4), and 
choose Advance (1). 
O» Access the Layout pull-down menu, select Other, and choose 
Advance (1). 


Fornat: Other 


1 - Advance 


2 - Conditional End of Page 


3 - Decinmal“Align Character 
Thousands’ Separator 


4 - Language 
S - Overstrike 


6 - Printer Functions 


7 - Underline - Spaces 
Tabs 


You can advance up, 
down, left, right, or 
to a specified line or 
position. 


Advance: 1 Up; 2 Down: 3 Line: 4 Left: S Right: 6 Position: 0 


3. Select a menu option from the menu at the bottom of the screen. 


4. Type the distance to advance; then press (~Enter). 
The distance you enter for Advance Up, Down, Left, or Right is relative 
to the current position of the cursor. If you choose Position, the 
distance you enter specifies an absolute position on the page from the 
left edge of the paper. 

5. Press [F7) (Exit) to return to the document. 
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When WordPerfect encounters an advance code, such as [AdvDn:2"], the status line 
changes to reflect the new print position, but the cursor does not move. If you 


choose Line, the distance you enter specifies an absolute position on the page from 
the top edge of the paper. 


Designing Headers and Footers 


A header is information (text, numbers, or graphics) that prints automatically at the 
top margin of every page. A footer is information that prints automatically at the 
bottom margin of every page. Typical header and footer information may include 
chapter titles and page numbers, or revision numbers and dates. 


You cannot see headers or footers on the editing screen; you can use either of two 


methods to see them. First, you can press Print (Shift-F7) and select View Document 
(6); or you can access the File pull-down menu, select Print, and choose View 


Document (6). Second, you can press Reveal Codes (Alt-F3 or F11) to view header 
and footer text; or you can access the Edit pull-down menu and select Reveal Codes. 


Creating a Header or Footer 
To create a header or footer, follow these steps: 


1. Press eShift) E8) to activate the Format command, and select Page (2). 
C+ Access the Layout pull-down menu and select Page. 
2. Choose Headers (3) or Footers (4). 


1 Header A: Z Header B: 0 


You can create two 
headers (A and B) and 
two footers (A and B). 


i Footer A: 2 Footer B: 0 


3. Select Header A (1) or Header B (2); or select Footer A (1) or Footer B (2). 
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Introduction 
Getting 
4. From the menu at the bottom of the screen, select one of three Started 
specifications. 
Editing 
Fornat: Page Select Every Page (2) if you : 
Working 
Py en eee ee een want the header or footer to <i fie 
: i i POTOPNA appear on every page. 
- Headers 
ae ae f Formatting 
s Select Odd Pages (3) if you Lines and 
S - Margins - T z , : 
SETE T Bot " want the header or footer to | Paragraphs 
6 - Page Nunbering appear on odd pages only. 


? - Paper Size 8.5” x 11” 
Type Standard 


Select Even Pages (4) if you 
want the header or footer to 
appear on even pages only. 


1 Discontinue: 2 Every Page; 3 Odd Pages: 4 Even Pages: S Edit: 0 Printing 


8 - Suppress (this page only) 


Proofreading 


; f Managing 
5. Type the header or footer text, using any of WordPerfect's formatting Files 
features. 
6. Press (FZ) (Exit) twice to return to the document. ER 
WordPerfect automatically skips one line between the header or footer and the first Kiens 
. Crpi 
line (for headers) or last line (for footers) of text. If you want to insert more blank Documents 
lines between the header or footer and the text, include blank lines when you 
define the header or footer. Sorting and 
Selecung 
Editing a Header or Footer Using 
Columns 
You can make changes to a header or footer from anywhere in a document. For | 
instance, you can change the text or the appearance of the text in the header or nes 


footer. 


i Referencin 
To edit a header or footer, follow these steps: eferencing 


Creating 


1. Press {eShift) F8) to activate the Format command, and select Page (2). Griphics 


O Access the Layout pull-down menu and select Page. 
2. Select Headers (3) or Footers (4). Appendix A 
Select Header A (1) or Header B (2); or select Footer A (1) or Footer B (2). 
4. Select Edit (5). 

An editing screen with the header or footer text appears. Index 


i 


Appendix B 
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5. Edit the header or footer. 
6. Press F7) (Exit) twice to return to the document. 


Including Automatic Page Numbering in a Header or Footer 


In addition to including text and formatting text in a header or footer, you can add 
automatic page numbering by including ^B (Ctrl-B) in the header or footer. For 
example, you can specify the footer to read Page ^B, and the pages will be 
numbered consecutively as Page 1, Page 2, and so on. 


You can include automatic page numbering in headers and footers when you first 
create them or when you edit them, using the procedures just described. To include 
automatic page numbering. type any text that will precede the page number. For 
example, type Page and press the space bar once; then press Ctrl-B. 


Numbering Pages 


Numbering pages automatically, not as part of a header or footer, is as easy as telling 
WordPerfect how and where you want the numbers to appear on the page. 
Numbering begins with whatever number you select and appears in the style you 
specify. Be sure to move the cursor to the top of the document or go to the 
Document Initial Codes screen if you want page numbering to begin on the first 
puge. 


Page numbers print at the margin. Although page numbers don’t appear on-screen, 
the status line indicates the current page number. You won't see the numbers on the 
pages until you print the document. You can preview the page numbers, however, 
with the View Document feature. To preview the page numbers, press Print (Shift-F7) 
and select View Document (6). Or access the File pull-down menu, select Print, and 
choose View Document (6). 


Selecting a Page Number Position 


You can select from a variety of page number positions. You can position the 
number at the top or bottom of the page—at the left, right, or center. Or you can 
have the page number appear at alternating positions—the left side of even pages 
and the right side of odd pages. 


Numbering Pages 


—_— Á 


To select a page number position, follow these steps: 


1. Press (Shift)'E8) to activate the Format command, and select Page (2). 
(2) Access the Layout pull-down menu and select Page. 


Fornat: Page Munbering 
1 - Mew Page Number 1 


2. Select Page 
Numbering (6) and 
choose Page Number 
Position (4). 


2 - Page Munber Style “B 


3 - Insert Page Munber 
4 - Page Number Position No page nunbering 


Format: Page Munber Position 


Type the number that 
corresponds to the 
position where you 
want page numbers 
to appear. 


Every Page Alternating Pages 3, 


3 - No Page Nunbers 


WordPerfect positions page numbers at the top or bottom margin and 
leaves a one-line space between the page number and the body of the 
text. 

4. Press (F7) (Exit to return to the document. 


If you tum on page numbering and later decide that you don’t want page numbers, 
you must delete the page-numbering code. To delete the code, first move the 
cursor to the place where you invoked page numbering. Then press Reveal Codes 
CAlt-F3 or F11) and delete the [PgNumbering:] code. 


Changing the Starting Page Number 


You can change page numbers at any point in a document; the change takes effect 
from that point forward. Keep in mind that you can use Arabic numerals (such as 
1, 2, and 3) or upper- or lowercase Roman numerals (such as i and ii, or I and II). 
If you want Roman numerals for the page numbers, you must use the following 
procedure to change the starting page number, even if you plan to start with 
Roman numeral i. 
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To change the starting page number, follow these steps: 


1. Move the cursor to the top of the page where you want to start 
numbering. 


2. Press ‘©Shift) F8) to activate the Format command, and select Page (2). 
(= Access the Layout pull-down menu and select Page. 
3. Select Page Numbering (6) and choose New Page Number (1). 


4. Type the new starting page number (for example, 1 for Arabic, i for 
lowercase Roman, or I for uppercase Roman). Then press Enter). 
5. Press 7) (Exit) to return to the document. 


Suppressing Page Numbering 


You can turn off page numbering for an entire document or for a single page. To 
turn off page numbering for the entire document, follow these steps: 


1. Press ‘eShift) F8) to activate the Format command, and select Page (2). 
(> Access the Layout pull-down menu and select Page. 

. Select Page Numbering (6). 

Choose Page Number Position (4). 

. Select No Page Numbers (9). 

. Press (F7) (Exit) to retum to the document. 


WM ob WN 


You can suppress page numbering for a single page so that no number appears for 
that page, but numbering continues on the following pages. For instance, you may 
not want the title page of a report to have a page number. To suppress page 
numbering for a single page, follow these steps: 


1. Move the cursor to the top of the page where you want numbering 
suppressed. 


LS) 


. Press ¢Shift) F8} to activate the Format command, and select Page (2). 
C Access the Layout pull-down menu and select Page. 
3. Select Suppress (this page only) (8). 
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Format: Suppress (this page only) 


1 - Suppress All Page Mumbering, Headers and Footers 


2 — Suppress Headers and Footers 


3 - Print Page Munber at Botton Center Mo 
nt Page at Botton 4, Choose Suppress 


4 — Suppress Page Muabering Mo 


S - Suppress Header f 


6 — Suppress Header B 


? - Suppress Footer fi 


ee F F 


8 - Suppress Footer B 


5. Select Yes to confirm your choice. 
6. Press (FZ) (Exit) to return to the document. 


Inserting Page Number Styles and Page Numbers 


With WordPerfect’s Page Number Style option, you can insert a text string without 
having to go to the header or footer menu. And with WordPertfect’s Insert Page 
Number option, you can insert the current page number, according to the page 
number style you've specified, at the cursor position in a document. For example, 
you can insert the page number in a location on the page other than the standard 


positions that WordPerfect makes available. 
To specify the page number style, complete the following steps: 


1. Press (¢Shift)(F8) to activate the Format command, select Page (2), and 
choose Page Numbering (6). 
(=) Access the Layout pull-down menu, select Page, and choose Page 
Numbering (6). 
2. Choose Page unbes Style (2) and type your text—for example, Jim's 
Report, Page or simply Page. 
Press the space bar once. 


4. Press (“Enter). 
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Format: Page Munbering 
1- Mew Page Munber 1 WordPerfect puts the code 
2 - Page Munter Style Jin’s Report, Page ^B for page numbering (“B) at 


Speer eee the end of the text string. 
4 - Page Munber Position Mo page nuabering 


5. Press {F7} (Exit) to retum to the document. 


When the document prints, the text you entered precedes each page number. 
To insert a page number anywhere on the page, complete the following steps: 


1. Press Shift) F8) to activate the Format command, select Page (2), and 
choose Page Numbering (6). 


t=) Access the Layout pull-down menu, select Page, and choose Page 
Numbering (6). 


2. Choose Insert Page Number (3). 


When you view or print the document, the current page number is inserted, 
according to the style you've specified, at the cursor position in the document. 


Controlling Page Breaks 


WordPerfect provides a number of ways to control where one page ends and the 
next one begins. You can use automatic page breaks (soft page breaks), hard 
page breaks, the Block Protect feature, the Conditional End of Page option, or the 
Widow/Orphan Protection option. 


Using Automatic Page Breaks 


WordPerfect automatically uses the current paper size and margins to determine 
where page breaks should go. In addition, WordPerfect automatically calculates the 
space needed for any headers, footers, page numbers, or footnotes when determining 
page breaks. 
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Proofreading 
This soft page break produces a hidden [SPg] code. When you add or delete text T 
from a page, soft page breaks are recalculated automatically. 
Managing 
Files 


Inserting Hard Page Breaks 


Creating 


To force a page break at a certain spot—for example, at the beginning of a new Macros 
section in a report or after a title page—you enter a hard page break. The page 
always ends at that point. Merging 
Documents 
Soning and 
Oedipus the King Selecting 
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Columns 
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To insert a hard page break, first move the cursor to the point where you want the 
page break to occur. Then press Ctrl-Enter to insert a [HPg] code. To delete a hard 


page break, use Reveal Codes (Alt-F3 or F11) to find the [HPg] code, and then 
delete it. 


Using Block Protect 


With the Block Protect feature, you can define a block of text that must not be split 


by a page break. If you later add or subtract lines from the block, WordPerfect keeps 
the block on the same page. 


To use the Block Protect feature, follow these steps: 


1. Highlight the block by using Alt) F4) or {F12) to activate the Block 
command, or by dragging the mouse. 


When you highlight the block, do not include the final retum at the end 
of the paragraph. 


£5 High School 
Field House 


5 High School 
D Nigh School 


2. Press (eShift) F8) and 


select Yes at the prompt. 


© Access the Edit pull- 
down menu and 
select Protect Block. 


Protect block? Mo (Yez) 
Now the protected block, when printed, will always appear on the same page. 


Using Conditional End of Page 


The Conditional End of Page option is similar to Block Protect, but instead of 
blocking the text, you specify the number of lines to keep together. When you use 
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Conditional End of Page, WordPerfect groups a given number of lines so that they 
don’t break between pages. Use this option, for example, when you want to be 
sure that a heading in a document is followed by at least three lines of text. 


To use Conditional End of Page, follow these steps: 


Count the lines that must remain together on the same page. 

2. Move the cursor to the line above the lines you want to keep together. 
Press (¢Shiftl(F8) to activate the Format command, and select Other (4). 
(©) Access the Layout pull-down menu and select Other. 

4. Select Conditional End of Page (2). 


Format: Other 
1 - Advance 
2 - Conditional End of Page 


3 - Decimal/Align Character 
Thousands’ Separator 


4 - Language 
S - Overstrike 


5. At the prompt for 
the number of lines 
to keep together, 
type the number of 
lines you counted; 


then press (Enter). 


6 - Printer Functions 


? - Underline - Spaces 
Tabs 


Munber of Lines to Keep Together: 


6. Press (F7) (Exit) to return to the document. 


Using Widow/Orphan Protection 


WordPerfect can automatically prevent single lines from being “stranded” at the top 
or bottom of a page. In WordPerfect, a paragraph’s first line left at the bottom of a 
page is called a widow; a paragraph’s last line left at the top of a page is called an 
orphan. 


If you want to protect an entire document, either move the cursor to the beginning 
of the document or go to the Document Initial Codes screen before you complete 
the following steps. To protect only a portion of the document, move the cursor to 
the location where you want protection to begin. 


145 


Introduction 


Getting 
Started 


Editing 


Working 
with Blocks 


Farmatting 
Lines and 
Paragraphs 


Proofreading 


Printing. 


Managing. 
Kiles 


Creating 
Macros 


Merging 
Documents 


Sorting and 
Selecting 


Using 
Columns 


Creating 
Tables 


Referencing 


Creating 
Graphics 


Appendix A 


Appendix B 


Inde 


Chapter 5: Formatting Pages 


To turn on Widow/Orphan Protection, complete these steps: 


1. Press °Shift).F8) to activate the Format command, and select Line (1). 
Co Access the Layout pull-down menu and select Line. 


Fornat: Line 
1 - Hyphenat lon 


2 = Myphenation Zone - Left 
Right 4% 


3 - Justification 
4 - Line Height 
5 - Line Muabering 


G - Line Spacing 


2. Select Widow/Orphan 
Protection (9). 


7 - Margins - Left 
Right 1 


B - Tab Set 3. Select Yes to turn on 


9 ~ Uidow/Orphan Protection the feature. 


Selection: 9 


4. Press F7) (Exit) to retum to the document. 


To tum off Widow/Orphan Protection, repeat the preceding steps but select No 
instead of Yes in Step 3. 


Using Redline and Strikeout 


Redline and Strikeout are tools for marking suggested editing changes in a 
manuscript. Redlining is a method of indicating segments of text where passages 
have been edited, added to. or deleted from a document. When several people work 
on a document, redlining is a useful way to let everyone know what changes are 
proposed. While redlining is generally used to identify text that has been modified, 


WordPerfect’s Strikeout feature is used to identify text that the editor believes should 
be deleted. 


In WordPerfect, you can choose how redlining appears on the printed page. 
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Using Redline and Strikeout 


Brainstorming and freewriting at tho keyboard are excellent 
strategies for warming up, generating ideas, and pushing your 
material toward a productive, critical mass. Out of chaos can cone 
order; out of an inchoate sprawl of text on-screen--or on the 
printout--can cone the net points and direction of your ressaga. 


Brainstorming and freewriting can move you closer toward that first 


draft. 


Brainstorming and freewriting at the keyboard are excellent 
strategies for warming up, generating ideas, and pushing your 
material toward a productive, critical mass. OGut-of—cheos-—can-conme 

n—the 


Brainstorming and freewriting can move you closer toward that first 
draft. 


Selecting the Redlining Method 


With many printers, 
redlining appears as a 
mark in the margin next 
to the redlined text. 
With other printers, 
redlined text appears 
shaded or highlighted. If 
you have a color 

printer, redlined text 
prints red. 


Strikeout appears as 
characters superimposed 
over other characters. 
The text may be marked 
out with a series of 
hyphens or an 
unbroken line, 
depending on your 
printer’s capabilities. 


To specify how you want redlined text to appear on the printed page, follow these 
steps: 


1. Press (¢Shift)(F8) to activate the Format command, and select 


Document (3). 


Access the Layout pull-down menu and select Document. 


2. Select Redline Method (4). 


147 


ee Lee 
ee ee ree ee 


Introduction 


Getung 
Surted 


Editing 


Working 
with Blocks 


Formatting 
Lines and 
Paragraphs 


Prootreading 


Panting 


Managing 
Files 


Creating 
Macros 


Merging 
Documents 


Soning and 
Selecting 


Using 
Columns 


Creating 
Tables 


Referencing 


Crating 
Graphics 


Appendix A 


Appendix 13 


Index 


Chapter 5: Formatting Pages 


3. Choose one of three redlining options. 


Select Printer Dependent (1) 
Farnet: Document 


1 ~ Display Pitch ~ fatonatc es to have text marked according 


to your printer's definition of 
Z - Initial Codes _. 
redlining. 
3 - Initial Base Font Courier 10cpi 


4 - Redline Method Printer Dependent Choose Left (2) to have a vertical 
S - Summary 


bar (or any other character) 
printed in the left margin. 
Select Alternating (3) to have 

a vertical bar (or any other 
character) printed in the 
EEE A E EEEN AEI Se a sated outside margins of alternating 
pages. 


4. If you chose Left (2) or Alternating (3) in the preceding step, type the 
character you want to use for redlining (such as |). Then press F7 (Exit). 


If you chose Printer Dependent (1), press (F7) (Exit) to return to the 
document. 


Marking Text with Redline or Strikeout 


The procedures for marking text with redline and strikeout are the same, up until the 
last step. To mark text with redline or strikeout, follow these steps: 


1. Highlight the block to be marked by using (AWEA or (F12) to activate 
the Block command, or by dragging the mouse. 
2. Press \Ctri) F8) to activate the Font command, and select Appearance (2). 


al 
{ 


+ Access the Font pull-down menu and select Appearance. 
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Using Redline and Strikeout 


Brainstorming and freevriting at the keyboard are Sreohiens 
strategies for warning up, generating ideas, and pushing 

material toward a productive, critical nass. 
infers out of an iuclaate 
ee Can Come the hey points 


kt of apes tan tome 
spravl of text on screen or on the 
awi direction of qaur nexsayqe 


1 Bold 2 Undin 3 Dbl Und 4 Italc 5 Outin 6 Shady 7 Sn Cap 8 Redin 9 Stkout: 0 


—— a a ee a es 


3, Select Redin (8) or 
Stkout (9). 


Removing Redline and Strikeout Markings 


After you finish editing a document and the text is final, you can remove the 
redline and strikeout markings. When you remove the markings, only the redline 
markings are removed, not the text itself. When you remove the strikeout 
markings, however, you delete the actual text marked for strikeout, not just the 
strikeout characters. You can remove all redline and strikeout markings with one 


procedure. Follow these steps: 


Brainstorming and freeuriting at the keyboard are excel lent 
strategies for warning up, generating Ideas, and pushing your 
material toward a productive, critical mass. Out of chaos can coac 
order; out of an inchoate sprawl of text on-screen—or on the 
printout—can come the key points and direction of your nessage. 
Brainstorning and freeuriting can rove you closer toward that first 
draft. 


1 Cross-Ref: 2 Subdoc: 3 Index: 4 YoA Short Form: S Define: 6 Generate: 0 


1. Press {AIt F5) to 
activate the Mark 
Text command, 
and select 
Generate (6). 
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File Edit Search Layout Zii Tools Font Graphics Help 
nex 


C3 Access the Mark 
pull-down menu 


and select 
Generate. 
Doc 1 Pg 1 Ln 1.33” Pos 5.6” 
Mark Text: Generate 
1 - Remove Redline Markings and Strikeout Text from Document 2. Select Remove Redline 
2 - Compare Screen and Disk Documents and Add Redline and Strikeout Markings and Strikeout 
3 - Expand Master Document Text from Document (1). 


4 - Condense Master Document 
3. At the prompt, select Yes 


to confirm the deletion. 


5 - Generate Tables, Indexes, Cross-References, etc. 


Delete redline markings and ctrikeout text? Mo (Yes) 


Using Special Characters and Typing Equations 


In your documents, you may need to create special characters or type equations. 
WordPerfect has features that enable you to create a variety of special characters as 
well as superscripts and subscripts. And with WordPerfect’s equation editor, you can 
create mathematical expressions with complex structures and a number of symbols. 
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a me ee 


Creating Special Characters 


In most documents, only one character appears in a space. For special characters, 
you may want two characters to print in the same space, such as è or ç. You can 
use WordPerfect’s Compose and Overstrike features to create special characters. 


Using Compose 


With the Compose feature, you can insert one of WordPerfect's more than 1,700 
special characters or combine two characters. (See Appendix P of the WordPerfect 
manual for a list of available character sets.) 


To insert one of WordPerfect’s special characters, follow these steps: 


1. Press (Ctri).2) or (CtriiV). If you press Ctrl-V, WordPerfect displays the 
prompt Key =. 
O> Access the Font pull-down menu and select Characters. 

2. Type the number of the character set, type a comma, and then type 
the number of the character. 


This is how the marked ballot box character (5,25) appears on the 
editing screen and in Reveal Codes when the cursor is on It: 
s 


For example, to create a 
Doc 1 Pg 1 Ln 1.33" Pos 1" marked ballot box 


3 the SKt1 
editing mereen and’ In Reveal Codes then the curser Ie oa TUAM CNATACTEL PEAD 


Press Reveal Codes to restore screen 


3. Press Enter). 
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To combine two characters, follow these steps: 


1. Press Ctrl).2) or Ctrl) V). If you press Ctrl-V, WordPerfect displays the 
prompt Key =. 
C= Access the Font pull-down menu and select Characters. 

2. Type the first character and then type the second character. 


This is how the French cedilla appears on the editing screen and in 
Reveal Codes uhen the cursor is on It: 


S 


For example, to create a 
Doc 1 Pg 1 Ln 1.5" Pos 1" French cedilla (ç), type c 


This is how the French cedilla appears the editing screen and in(Skt) 
haal Gates when the cursor is te it stunt} iii j 7 and then a comma (,). 
(HRE) 


Press Reveal Codes to restore cereen 


Note: The characters that you can combine in WordPerfect are built into the 


program. That is, you cannot combine just any characters—only those that are part of 
the built-in set. 


Using Overstrike 


Overstrike is another feature you can use for creating special characters. To create 
special characters with Overstrike—for example, to overstrike an O with a 
backslash—follow these steps: 


1. Move the cursor to the place where you want to create an overstrike 
character. 


2. Press eShift) F8) to activate the Format command, select Other (4), and 
choose Overstrike (5). 


(“> Access the Layout menu, select Other, and choose Overstrike (5). 
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Introduction 
Getting 
- Sturted 
Format: Other | 
1 - Advance 
Editing 


2 - Conditional End of Page 


3 - Decinmal/Align Character . 
Thousands’ Separator ’ Working 
with Blocks 


4 - Language 
5 - Overstrike 
6 - Printer Functions Formatting 
? - Underline - Spaces Lines anc 
Tabs Paragraphs 
| 3. Select Create (1). poi oe 
| 
i 
1 Create; 2 Edit: 0 
Prootresding 
4. At the [Ovrstk] prompt, type each character (or attribute) that you Printing 


want to appear in the character position. 
Managing 


Miles 
Format: Other 
1 - Advance 
Creating 
2 - Conditional End of Page Macros 
3 - DecinalMAlign Character 
Thousands’ Separator 
doc IAEA For example, to create an Merging 
T Quersteike rwith a macron (overbar), Documents 
6 - Printer Functions type 1,8 and then type r. o. 
ss BERT PROE IRE Soning and 
Tabs Selecting 
Using 
Columns 
(Ovrstk] sr 
Creating 
Tables 


5. Press (Enter). 


6. Press (F7) (Exit) to return to the document. 


Referencing 


As you type, you can see the characters and codes. When you return to the ous 
raphics 


document, however, only the last character you've entered is visible. All the 


characters you enter are printed in the same character position. To review the Appehdix A 
codes and characters, use the Reveal Codes screen. To edit a character created with 

Overstrike, follow the preceding steps, but select Edit (2) rather than Create (1) in Appendix B 
Step 3. 
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Using Superscripts and Subscripts 


Superscript and subscript are font attributes accessed through the Font menu. A 
superscript is a number or letter written immediately above, or above and to the right 
or left of, another character (for example, E=mc’). A subscript is a distinguishing 


symbol written immediately below, or below and to the right or left of, another 
character (for example, H,SO,). 


To create a superscript or subscript character, follow these steps: 


1. Press Ctrl) F8) to activate the Font command, and select Size (1). 
Access the Font pull-down menu. 


WordPerfect displays an 
attribute menu. 


2. Select either Suprscpt (1) 
or Subscpt (2). 


scpt: J Fine: 4 Small: S Large: 6 Ury Large: 7 Ext Large: 0 


3. Type the superscript or subscript character(s). 


4. To retum to the normal font, press 4) to move the cursor one character 
to the right, past the hidden attribute-off code. 


The shifted characters look 
normal on-screen but are 
printed above or below the 
character baseline. 
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The exact spacing depends on your printer's capabilities, and some printers may 
not be capable of printing superscripts or subscripts. The characters also are 
printed in small type, if your printer can print small type. 


If the text to be superscripted or subscripted is already typed, first define the text 
as a block and then complete the preceding steps. 


Typing Equations 


WordPerfect has a built-in equation editor for creating mathematical expressions 
with complex structures using a large variety of symbols. Although you can create 
equations with WordPerfect’s normal text editor (along with WordPerfect's 
formatting and positioning features as well as its character sets), using the equation 
editor is less tedious and gives you more versatility. The equation editor 
automatically positions, sizes, and aligns the elements in mathematical expressions, 
such as complex ratios, built-up fractions, and multilevel subscripts and 
superscripts. 


The equation editor has its own screen, editing features, and command syntax. 
Each equation occupies its own graphics box, which can be aligned, sized, and 
placed in the document just as any other graphics box. The equation editor creates 
the equation file that forms the contents of the box. With the equation editor, 
managing equations in a document is similar to managing figures. WordPerfect can 
print as graphics any characters you use in an equation, whether or not those 
characters are part of the printer’s fonts, as long as the printer is capable of printing 
graphics. You therefore can create equations that use virtually any character or 
mathematical symbol. 


Although the use of the equation editor is a complex topic beyond the scope of 
this introductory text, the following steps show you how to access the equation 
editor screen. 


To access the equation editor screen, use the following procedure: 


1. Press (AIt){F9] to activate the Graphics command, select Equation (6), 
and choose Create (1). 
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(> Access the Graphics pull- 
down menu, select 
Equation, and choose 
Create. 


Create 


Def inition: Equation 
1 - Filenanc 


2 - Contents Equation 


3 - Caption 


4 - fachor Type Paragraph 


S - Vertical Position 0” WordPerfect displays 
the Definition: Equation 


menu. 


6 - Horizontal Position 


Full 
7 - Size 6.5” wide x 0.333" (high) 
B - Wrap Text ftround Box Yes 
9 - Edit 


| 2. Select Edit (9). 


WordPerfect displays the 
equation editor screen. 


Display window 
Equation palette 
Mouse pointer 

Editing window 


Screceu Redispley: List Commonds: Deitch Window; Sctap Optioes 
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Editing 
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of mathematical : with Blocks 
expressions you can | 
produce with the equation į formating 
j j CS ANG 
editor. Paragraphs 


| ! Formatting = 
Pages o 
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Right Arrow 


PgUp/PgDn for nore 


Creating and Using Styles 


You can use WordPerfect’s Styles feature as a powerful tool to control the format of 
one document or a group of documents. A style is a set of WordPertect codes (you 
can include text also) that you turn on and off to control the format of a document. 
The Styles feature can save you time by reducing the number of keystrokes 
required for formatting tasks. For example, a style may contain all the codes 
needed to format a chapter heading, a long quotation, or a bibliography entry, or 
to set margins and tab stops. Style definitions are saved with the current document, 
or you can save them to a style library file so that you can use the definitions with 
other documents. Although the Styles feature is quite complex and beyond the 
scope of this book, this section gives you a brief description of the feature, along 
with an illustration. 


WordPerfect’s styles fall into two categories: open and paired. Open styles remain 
in effect until you override the style codes, either by using another style or by 
inserting other formatting codes manually. Use open styles for formatting that 
affects an entire document. For instance, use open styles to set margins, tabs, line 
spacing, hyphenation, and so on. If you want the style to affect the entire 
document, move the cursor to the beginning of the document before turning on 


the style. 


Paired styles are turned on and off. For example, you can create a paired style 
called Emphasized that makes the text boldface and italic. When you use this style, 
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you insert [Style On: Emphasized] and [Style Off: Emphasized] codes around the 
text to be formatted. Use paired styles for titles, section headings, tables—any text 


element that has a beginning and an end. 


To access WordPerfect's Styles feature, press Style (Alt-F8) or select Styles from the 


Layout pull-down menu. 


Styles 
Mane Type Description 


Bibliogrphy Paired Bibliography 
Doc Init Paired Initialize Document Style 


Document Outline Document are 

Letterhead faired Uber ling and Dealing Stationrry 
Pleading Open Header for ruabered pleading paper 
Right Par Outline Right-Aligned Paragraph Muabers 
Tech Init Open Initialize Technical Style 
Technical Outline Technical Document Style 


1 On: 2 OFF: 3 Create: 4 Edit: S Delete: 6 Save: 7 Retrieve: B Update: 1 


Wheeling and Dealing 

1001 West Uaimwright Circle 
Uheeling, West Virginia 26003 
Utere There’s a Uhee] There's a Deal 


Style: Press Exit when done 1 Ln 1" Pos 1” 
Paper Szvlyp:0.5 x 11°,StandardJIL/R Mar:i-,1 J(1/B Mar:0.3",1° I(Fig OptJ(Fig 
Box: 1;BICYCLE .WPG: )(Font:Zepf Humanist Roman iZpt (HP Roman 6) (FU, Port) )[AduDn 
70.5° Ji Just :Right }(Kern:On)}iFont:Zapf Humanist Bold lipt (MP Roman 6) (FU, Port) 

JEXT LARGE Wheeling and Dealinglext large) (Ht) 

LURY LARGEI1001 West Wainwright Circle (HRt) 

Wheeling, Uest Virginia 26003lvry large) (it) 

{Font :«Zapf Humanist Bold Italic 12pt (HP Roman O) (FV, Port) here There's a Uh 
ec) There's a Deal (DSRt] 

(Just :Left }iKern:Off IHRE) 


(AdvToln:2.75° (1/8 Mar:1°,1°1(Fort:Zapf Humanist Roman 12pt (HP Roman 8) (FV, P 
ort)) 


WordPerfect lists a number of 
built-in styles that come with 
the program and are available 
immediately for use. You can 
create additional styles to add 
to your style library. For 
example, a style for the 
Wheeling and Dealing 
company’s letterhead has 
been added to this library file. 


All the codes for producing 
the Wheeling and Dealing 
letterhead are stored in a 


style. 


Wheeling and Dealing 
1004 West Walewright Circle 
Whealtag, Veet Virgiate 26003 
Where aerea Waheot Tere Va Deel 


You can preview the 
letterhead style with View 
Document to see how the 
letterhead will look when 
printed. 


Doc 1 Pa 1 


11885 2 288% 3 Full Page 4 Facing Pages: 1 


You can use any of WordPerfect’s style libraries (with the STY extension), or you 
can create your own style library. Furthermore, you can set up one style library as 
the default; when you access the Styles feature, this style list appears. 


Summary 


In this chapter, you learned about various formatting options for use with an entire 
document, or with just a page or group of pages. You learned how to change the 
top and bottom margins, center pages top to bottom, design headers and footers, 
number pages automatically, control page breaks, mark text with the Redline and 
Strikeout features, and create special characters as well as superscripts and 
subscripts. You also became acquainted with WordPerfect’s equation editor and 
with the Styles feature, which enables you to create styles you can use repeatedly 
with particular kinds of documents. The next chapter introduces some of 
WordPerfect’s utilities for checking your work. 
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Chapter 6: Proofreading 


WordPerfect makes two powerful tools available every time you begin your editing 
tasks: Search and Replace. If you have ever experienced the frustration of searching, 
sentence-by-sentence, for a mistake that you know you've made, you will welcome 
these time-savers. In addition to using the Search and Replace features, you can use 
the Speller and Thesaurus to check and fine-tune your work. 


Caution: Don’t rely on WordPerfect to correct all your errors. WordPerfect finds only 
words that are misspelled, not words that are used incorrectly. Always give your 
manuscripts a thorough check manually. 


Ne OO 


Key Terms in This Chapter 


String A set of characters—including codes and spaces—that 
WordPerfect uses in search and replace operations. 


Synonym A word with the same or nearly the same meaning as another 
word. You can use WordPerfect’s Thesaurus to find synonyms. 


Antonym A word with the opposite or nearly opposite meaning of 


another word. WordPerfect’s Thesaurus lists both synonyms 
and antonyms. 


Headuord The word you look up with the Thesaurus. The headword has 
a collection of synonyms attached to it. 


_—__ - awmwv ro '0 


Using Search 


The Search feature enables you to search for a single character, word, phrase, 
sentence, or code either forward or backward from the location of the cursor. A 
group of characters, words, or codes that you want to locate is called a string. 


Suppose, for example, that you want to find where a particular topic, word, or 
phrase appears in a long document. Searching the document manually is time- 


consuming. But with WordPerfect’s Search feature, you can find character strings, 
even codes, easily. 
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Launching a Search 


Using Search 


eee tee ee Á 


You can search for text from any point in a document, and you can search in either 
direction—forward or backward. To search for text, follow these steps: 


1. Press (F2) (Forward Search) to search from the cursor position to the 


end of the document. 
Or 


Press (eShift)(F2) (Backward Search) to search from the cursor position 


to the beginning of the document. 


Brainstorning 


When you have trouble determining a sharp focus for a docuncnt— 
when you are uncertain what you vant to say—consider trying a 
senistructured uriting exercise known as “brainstorming.” 


Uhen you brainstorm a writing assignnent on-screen, you record your 
ideas in list form as they occur to you. When you brainstorm, you 
don’t worry about typos, spelling errors, or style. You turn off 
the inclination to hone each sentence before you nove on to the 
next one. You can handle those matters later. Your goal js, 
rather, to generate as many Ideas as possible about the topic, the 
purpose, or the audience. 


Keeping an Idea File 


fn idea file is an extension of a brainstorming file. You can save 
an idea file and retrieve it when you want to add more Ideas later. 


Using a Prevriting Template 


Preuriting is everything you do up to the actual step of writing 
that first draft. It is very such a part of the planning stage. 


=> Srch: 


DƏ Access the Search pull- 
down menu and choose 


Next 
ee fous Forward or Backward. 


If you select Forward 
Search, a prompt 


appears at the lower left 


comer of the screen. 


If you select Backward Search, the following prompt appears: 


Srch: 
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Brainstorning 


When you have trouble determining a sharp focus for a document— 
when you are uncertain what you uant to say—consider trying a 
senlstructured writing exercise known as “brainstorming.” 


When you brainstorm a writing assignaent on-screen, you record your 
ideas in list form as they occur to you. When you brainstorm, you 
don’t worry about typos, spelling errors, or style. You 
the inclination to hone each sentence before you move on to the 
next cue. You can handle those matters later. Your goal is, 
rather, to generate as nary ideas as possible about the topic 
purpose, or the audience, 


2. At the prompt, type 
the text string or code 
/ you want to find. You 
can type as many as 
60 characters in the 
string. 


Keeping an Idea File 


fin idea file is an extension of a brainstorming file. You can save 
an idea file and retrieve it when you want to add acre ideas later. 


Using a Preuriting Template 


Preuriting is everything you do up to 
that first draft. It is very much a 


-=> Srch: prewriting 


3, To begin the search, press F2) (Forward Search) again or press (Esc). 


At this point, pressing F2) works for both Forward Search and Backward 
Search. 


C Press the right mouse button or double-click the left button to begin 
the search. 


don’t worry about typos, spelling errors. cr style. You turn off 
the Inclination to hone each sentence before you rove on to the 


next cone. You can handle those matters later. Your goal Iz, 
rather, to generate as many ideas as possible about the topic, the 
purpose, or the audience. 


ai eae TERS When WordPerfect finds 
fn idea file is an extensicn of a breirstoraing file. You can save 


an idea file and retrieve it khen you want to add more ideas later. the first occurrence of the 


saa lai search string, the search 
Prevriting is everything you do up to the actual 


that first dreft. It iz very stops. You then can edit 


A preuriting tenplate is a set of i 

rone Bide quast lon tefare you to and move around in the 
document, t 

to refine your thinking about a particular writing task. document. 


ask the basic reporter's questions of “Uho?” “What?” “Where?” 
and “Uhen?™ 


D:\MPS1\BOUX\SEARCH. TXT Doc 1 Py i Ln 4.17” Pos 2.8" 


If you want to continue the search, press Forward Search (F2) again. You don’t need 
to retype the text string or code because WordPerfect remembers your last search 
request. Press Forward Search (F2) or Esc again to find the next occurrence of the 


text string or code. If you use a mouse, repeat the search by accessing the Search 
pull-down menu and choosing Next or Previous. 
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Using Search 


If WordPerfect can’t find the search string, a * Not found * message is 
displayed. 


To retum the cursor to its location before the search, press GoTo (Ctrl-Home) 
twice. 


Guidelines for Defining a Search String 


To use the Search feature effectively, you need to know how WordPerfect 
interprets a string. Here are some of the rules that WordPerfect follows: 


e If you type a string in lowercase, WordPerfect looks for either upper- 
or lowercase characters. For example, if you ask the program to find 
search, WordPerfect stops at search, Search, and SEARCH. But if you 
ask the program to find Search, WordPerfect stops at Search and 
SEARCH. 

e Be careful how you enter a search string. If you enter the string the, 
for example, WordPerfect matches the string to every occurrence of 
the word the as well as to words that contain the string, such as 
anesthesia. To locate only the word the, enter a space before and 
after the word: <space>the<space>. 

e If you think that the string you're looking for might be in a header, a 
footer, a footnote, an endnote, a graphics box caption, or a text box, 
you must perform an extended search. This search is the same as a 
regular search except that you must press Home and then Forward 
Search (F2) for an extended forward search, or Home and then 
Backward Search (Shift-F2) for an extended backward search. You also 
can perform an extended search by selecting the Extended option on 
the Search pull-down menu. 

e If you need to find a hidden code, such as a margin setting, use the 
normal search procedure, but when the search prompt appears, press 
the function key or key combination that creates the hidden code. 
When the hidden code is found, use Reveal Codes to view the code 
and perform any editing. 

e When searching for paired codes, you can insert an ending code at the 
search (or replace) prompt by pressing the corresponding function key 
or key combination twice—for example, you can press Bold (F6) once 
to insert a [BOLD] code, or twice to insert a [bold] code. To remove 
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the [BOLD] code, press the < and then press the Backspace key to 
leave only the [bold] code in the search string. 


If you are searching for text that includes an element which changes 
from one occurrence to the next—for example, (1), (2), and (3)—or if 
you are uncertain about the correct spelling of a word, use the matching 
character ^X (press Ctrl-V and then Ctrl-X). This wild-card character 
matches any single character within a character string. If you enter (°X) 
at the ~Srch: prompt, the cursor stops at (1), (2), (3), and so on. 
When you are uncertain about the spelling, use ^X in the string. For 
example, if you enter c”Xt at the >Srch: prompt, the cursor stops at 
such words as cat, CAT, Cat, cot, cattle, and cutting. Be as specific about 
the character string as you can. 


To find a word at the end of a paragraph, type the word at the search 
prompt, along with any following punctuation, and then press Enter to 
insert a hard return code ({HRt]). For example, type Einstein, press the 
period key (.), and press Enter. The search finds only occurrences of 
Einstein that are followed by a period and a hard return. 


At the search prompt, you can change the direction of the search with 
the up- or down-arrow key. Enter the search string, press the up- or 


down-arrow key, and then press Forward Search (F2) or Esc to begin the 
search. 


A common mistake is to press Enter instead of Forward Search (F2) or 
Esc to start the search. Pressing Enter inserts a [HIRt] code in the search 
string, which may not be what you want. 


Using Replace 


WordPerfect’s Replace feature automatically finds every occurrence of a string or 
code and replaces it with another string or code. You also can use the Replace 
feature to remove a string or code completely. For instance, if you complete a long 
sales report and then need to remove all the boldfacing, you can use a replace 
operation to find all occurrences of the code and replace them with nothing. 
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Using Replace 


[Introduction 


. R Getting 
Replacing a String Started 
Sometimes you may want to replace the text that you find with different text. To Editing 
replace a string, follow these steps: 

Working 


1. Press (Alt) F2) to activate the Replace command. with Blocks 


C> Access the Search pull-down menu and select Replace. 


Formatting 
Lines and 
Brainstorning Paragraphs 
When you have trouble determining a sharp focus for a docunent— 
when you are uncertain uhat you want to say-—consider trying a à 
senistructured uriting exercise known as “brainstorming.” Foratung 
Pages 


When you brainstorm a uriting assignment on-screen, you record your 
ideas in list form as they occur to you. When you brainstorm, you 
don’t worry about typos, spelling errors, or style. You turn off 
the inclination to hone each sentence before you nove on to the 
next one. You can handle those matters later. Your goal Is, 
rather, to generate as many ideas as possible about the topic, the 
purpose, or the audience. 


f , 
Keeping an Idea File Printing 


An idea file is an extension of a brainstoraing file. You can save 
an idea file and retrieve it when you uant to add more Ideas later. 


Managing 


Using a Preuriting Tenplate Files 
Prevriting | thi d to the actual step of uriti ° O er OE ee 
that first draft. “It Ie ea mck i pirt of the mpi WordPe rect display Sa 
u/Conf irn? Ho (Yes) confirmation prompt. aea 
MICTOS 
2. Select Yes if > eacl lacement separately. Select Merging 
á. you want to approve each replacement sep: ely. ACICC Doca 
EOUN . cuments 
No or press (Enter) if you want all occurrences replaced without 
confirming them. Soning und 
Selecting 
Bralnstorning , 
Uhen you have trouble determining a sharp focus for a docunent— Using . 
when you are uncertain uhat you want to say—consider trying a Columns 
senistructured writing exercise known as “brainstorming. 
When you brainstorm a writing assignment on-screen, you record your . 
ideas in list form as they occur to you. When you brainstorm, you Creating 
don’t worry about typos, spelling errors, or style. You turn off Tables 
the inclination to hone each sentence before you move on to the 
next one. You can handle those matters later. Your goal is, 
rather, to generate as many ideas as possible about the topic, the 
purpose, or the audience. Referencing 
Keeping an Idea File 
sree teeta al aanne kiaia ed ae creating 
an Idea e and retrieve when you wan add nore ater. 2 
prompt, type your Graplites 


Using a Prevriting Template 


Prevriting is everything you do up to 
that first draft. It Is very much a par 


search string, which 
can contain up to Appendix A 
60 characters. 
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4. Press (F2) (Forward Search) or (Esc). 
C2 Press the right mouse button or double-click the left button. 


Brainstorning 


When you have trouble determining a sharp focus for a docunent— 
when you are uncertain what you uant to r Riper! be i a 
sealstructured uriting exercise known as "brainstora 


5. At the Replace 
with: prompt, type 
the replacement 
string. If you want the 
search string deleted 
and not replaced with 
anything, don’t enter 
anything in response 
to this prompt. 


When you brainstorm a uriting aig pene on-screen, you record your 
ideas in list form as they occur to you. When you brainstorm, you 
don’t worry about typos, spelling errors, or style. You turn off 
the inclination to hone each sentence before you rove on to the 
next one, You can handle those matters later. Your goal is, 
rather, to generate as many ideas as possible about the topic, the 
purpose, or the eudience. 


Keeping an Idea File 


An idea file ig an extension of a brainstorming file. You can save 
an idea file and retrieve it when you want to add aore ideas later. 


Using a Prevriting Texplate 


Prevriting is everything you do up to the actual step of writing 
that first draft. It is very much a pert of the planning stage. 


Replace with: prewriting 


6. Press (F2) (Forward Search) or (Esc) to begin the search. 


("= Press the right mouse button or double-click the left button to 
continue the search operation. 


If you selected No at the w/Confirm? No (Yes) prompt in Step 2, 
WordPerfect replaces all occurrences automatically. If you selected Yes 
at that prompt, the cursor stops at each occurrence of the search string, 
and WordPerfect displays the prompt Confirm? No (Yes). 

7. If you are prompted, select Yes to replace the string or No if you don’t 
want to replace it. If you want to cancel the replace operation, press (Fi) 


(Cancel) or ‘F7) (Exit); otherwise, WordPerfect continues to search the 
document. 


‘5 Click the right mouse button to reject the change, or click the left 
button on Yes or No. 


When all the occurrences have been found, the operation stops. 


To return the cursor to its location before the replace operation, press GoTo 
(Ctrl-Home) twice. 
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Using Replace 


Replacing Hidden Codes 


You can use the Replace feature to replace hidden codes for any commands 
accessed through the function keys. You cannot replace codes entered through the 
pull-down menus. 


To replace hidden codes, follow these steps: 


1. 


Press (Alt)(F2)} to activate the Replace command. 
DƏ Access the Search pull-down menu and select Replace. 


At the prompt, select Yes if you want to confirm each replacement, or 
select No if you want all occurrences replaced automatically. 


Brainstorning 


When you have trouble determining a sharp focus for a docunent— 
when you are uncertain what you want to say-—-consider trying a 


senistructured uriting exercise known as “brainstorning.” 


Uhen you brainstorm a uriting assignment on-screen, you record your 
ideas in list form as they occur to you. 
don’t worry about typos, spelling errors, or style. 
the inclination to hone each sentence before you nove on to the 


next one. 


rather, to generate as many ideas as possible about the topic, the 


purpose, or the audience. 
Keeping an Idea File 


fin idea file is an extension of a brainstorming file. 
an idea file and retrieve it when you uant to add more ideas later. 


Using a Prevriting Tenplate 


Prevriting is everything you do up to the actual step of uriting 
that first draft. 


-> Srch: (BOLD) 


At the Srch: 
prompt, press the 
function key or key 
combination that 
activates the desired 
command—for 
example, to search 
for the bold codes, 
press (F6) (Bold). 


3. 


Uhen you brainstorm, you 
You turn off 


You can handle those natters later. Your goal Is, 


You can save 


It is very much a part of the planning stage. 


If the command accessed with a function key or key combination 
leads to a submenu, WordPerfect displays a list of menu items for 
entry into the search string. Press the number or letter of the menu 
item that represents the hidden code you want to replace. WordPerfect 
enters the appropriate code in the search string. 
At the Replace with: prompt; type the replacement string and 
press Enter]. Or, to delete the hidden code and replace it with 
nothing, don’t enter anything in response to this prompt. 
To begin the replace operation, press (F2} (Forward Search) or (Eso). 
DOƏ Press the right mouse button or double-click the left button to 
begin the replace operation. 
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Guidelines for Using Replace 


To use the Replace feature effectively, you need to keep in mind the following basic 
guidelines: 


e WordPerfect doesn’t allow you to search for codes with specific settings, 


such as [Margin Set:1,65], but you can find all occurrences of the 
command code [Margin Set]. 


e To limit a replace operation to a specific section of a document, first 
define the text with the Block command and then proceed with the 
replace operation. 

e Use the Replace feature to enter a string of text that occurs frequently in 
a document. For example, enter a backslash (\) wherever you want 
methyl ethyl chloride to appear. When you finish typing, replace the 
backslash with the chemical term. 

e WordPerfect’s Replace feature doesn’t replace text in headers, footers, 
footnotes, endnotes, graphics box captions, or text boxes. To replace a 
character or string of characters in these locations, you must use an 
extended replace operation. The procedure is the same as for a replace 
operation, except that you initiate an extended replace operation by 
pressing first Home and then Replace (Alt-F2). You also can perform an 


extended replace operation by selecting the Extended option on the 
Search pull-down menu. 


Using the Speller 


WordPerfect’s Speller contains a dictionary with 115,000 words. You can use the 
Speller to search for spelling mistakes and common typing errors such as transposed, 
missing, extra, or wrong letters—even typing errors such as double words (the the) 
or irregular capitalization (BOston or BOSTON). You can use the Speller also when 
you know what a word sounds like but are unsure of its spelling. WordPerfect’s 
Speller will check a single word, a page, a block of text, or an entire document. 


The Speller compares each word in the document with the words in WordPerfect’s 
dictionary. This dictionary contains a file that lists common words (words most 
frequently used) and main words (words generally found in dictionaries). 
WordPerfect checks every word against its list of common words, and if the program 
doesn't find the word there, WordPerfect looks in its dictionary of main words. If you 


Using the Speller 


have created a supplemental dictionary, the program looks there as well. Words 
found in any of the dictionaries are considered correct. 


If your computer uses 3 1/2-inch diskettes, the Speller and Thesaurus files are 
stored on a single Speller/ Thesaurus diskette. If your computer uses 5 1/4-inch 
diskettes, the Speller and Thesaurus files are stored on two diskettes. 


The main dictionary file, WP{WP}]US.LEX, contains the main and common word 
lists. When you run the Speller for the first time and add words to the dictionary, a 
supplemental dictionary file, WP{WPJUS.SUP, is created. You can use the Speller 
Utility, SPELL.EXE, to make changes to the main dictionary and to create or make 
changes to a supplemental dictionary. 


If WordPerfect is loaded on a hard disk, the Speller files are immediately available. 
The standard installation procedure puts the Speller files in the C:\WP51 directory. 


Before you use the Speller on a dual floppy disk system, remove the data diskette 
from drive B and insert your copy of the Speller diskette. (Do not remove the 
WordPerfect Program diskette from drive A.) When you are finished checking 
spelling, put your data diskette back into drive B and save the document. 


Checking a Word, Page, or Document 


You can check a word, a page, or an entire document. To check a word, page, or 
document, follow these steps: 


1. Position the cursor anywhere in the word or page. When you check an 
entire document, the position of the cursor doesn’t matter. 


2. Press (Ctri)iF2) to activate the Spell command. 


File Edit Search Layout Mark [OUR Font Graphics Help 


ideas in list form as they oc} Date Code 
don’t worry about typos, spel| Date Fornat 


the inclination to to hone ea 

next one. You can handle thoj Outline > 

rather, to generate as many i] Paragraph Murber jut the topic, the 
purpose, or the audIENCE. Def ine 


O3 Access the Tools 
pull-down menu 


Keeping an Idea File > and choose Spell. 


. You can save 
ideas later. 


An idea file is an extension 
an idea file and retrieve it 


Using a Prewriting Tenplate 


Prewriting is everything you do up to the actual step of writing 
that first draft. It is very much a part of the planning stage. 
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Brainstorning 
When yoo have troubel determining a ga focus for a docunent— 
when you ere uncertain what you want to say—consider trying a 
tealstructured writing exercice kunam as “brainstorning.” 


brainstorm a writing pa on-screen, you record your 


the inclination to to hone each 

next one. You can handle those astters later. Your goal is, 
rather, to generate as nary ideas as possible about the topic, the 
purpose, or the eudiene. 


Keeping an Idea File 


The Spell menu appears at 
the bottom of the screen. 


fin idea file is an extension of a brainstorming file. You can save 
on idea file and retrieve it when you want to add more ideas later. 


Using a Prewriting Tenplate 


Prewriting is everything you do up to the actual step of writing 
that first draft. It is very much a part of the planning stage. 


Check: 1 Mord; 2 Page: 3 Document: 4 Mew Sup. Dictionary: S Look Up: 6 Count: 0 


3. Select the menu option you want. 


The following options are available on the Spell menu: 


e Choose Word (1) to check the word on which the cursor is located. If 
WordPerfect finds the word in its dictionaries, the cursor moves to the 
next word, and the Spell menu remains displayed. You can continue 
checking word-by-word or select another option from the Spell menu. If 
the word isn’t found, WordPerfect offers alternative spellings. 


Choose Page (2) to check every word on the page. After the page is 
checked, the Spell menu remains displayed. Continue checking words or 
select another option. 

e Choose Document (3) to check every word in the document. 


Select New Sup. Dictionary (4), type the name of the supplemental 
dictionary you want to use, and press Enter. Generally, you create 
supplemental dictionaries to contain words pertaining to specialized or 
technical areas, such as medicine, law, or science. 


e Choose Look Up (5) and at the prompt Word or word pattern:, type 
your “rough guess” of the word’s spelling and then press Enter. You can 
type a word pattern that includes an asterisk (*) to represent several 
unknown letters, or a question mark (?) to represent a single unknown 
letter. WordPerfect offers a list of words that fit the pattern. 


e Select Count (6) to count the number of words in the document. Note 


that after a spelling check, the number of words is displayed 
automatically. 
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Using the Speller 


When the Speller finds a word not in its dictionary, the Speller stops, highlights the 
word, usually provides a list of alternative spellings, and displays the Not Found 
menu. 


Selecting from the Alternatives List 


Bra instorning 


Uhen J) have troubel determining a sharp focus for a docunent— 
when you are uncertain uhat you want to say—consider trying a 
semistructured uriting exercise known as "brainstorming." 


risie po ee a writing assignnent eee record your 

eas in list f t to . Uhe instorm, you 

don’t a elie fears: or sighs. Nea Aura off To select a word from the 
the Inclination to to hone each sentence before you nove on to the 

next one. You can handle those matters later. Your goal is, alternatives list, first look 


Doc 1 Pg 1 Ln 1.33" Pos 1.5" 
SS a A E for the correct spelling 


from the list. 


fcxwoazaximw 
xCwore 420 


Press Enter for rore vords 


Mot Found: 1 Skip Once; 2 Skip: 3 Add: 4 Edit: 5 Look Up: 6 Ignore Nuabera: 0 


If you do not see the correct spelling and WordPerfect prompts you to Press 
Enter for more words, press Enter. When the correct spelling appears, type the 
letter next to the alternative you want to select. 


Brainstorning 


Uhen you have (ZEYH) deternining a sharp focus for a docunent— 
when you are uncertain what you want to say--consider trying a 
senistructured uriting exercise known as “brainstorning.” 


Uhen you brainstorm a writing assignaent on-screen, you record your 


id in list f t occur to . Whe brainstorm, 
Sent E EUR Seagal Cara ee lk, ee After you correct the 
the inclination to to hone each sentence before you rove on to the 

next one. You can handle those matters later. Your goal is, word, the Speller 
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D. tribal. a rest of the the document. 


Mot Found: 1 Skip Once: 2 Skip: 3 Add: 4 Edit: S Look Up: 6 Ignore Munbers: 0 
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Selecting Other Speller Options 


Many correctly spelled words do not appear in WordPerfect's dictionary. Even though 
it contains 115,000 words, some words must be omitted. If the correct spelling is not 
displayed, you can choose from the options on the Not Found menu: 


e Select Skip Once (1) to have the Speller ignore the word once but stop 
at every occurrence of the word thereafter. This option permits you to 
verify your spelling of the word; verification is a good idea if the word is 
a difficult technical term. 

e Choose Skip (2) to skip all occurrences of what you know to be a 
correctly spelled word. 


Select Add (3) to add a frequently used word to your supplemental 
dictionary. WordPerfect stores the word in memory and ignores all future 
occurrences. At the end of the check, all words added are saved to the 
current supplemental dictionary. 


Select Edit (4) when the correct alternative is not offered and when you 
know that the spelling is incorrect. You must make the correction 
yourself. When you select Edit, the cursor moves to the word in 
question. Make the correction with the right- and left-arrow keys. Press 
Exit (F7) to continue the spelling check. 

e Select Look Up (5) to look up a word. WordPerfect prompts you to enter 
a word or word pattern. Type your “rough guess” and press Enter. 
WordPerfect then displays all the possible matches. You can choose one 
of the alternative words. If you don’t find the correct spelling, press 
Cancel (F1) twice; then select Edit (4) and enter the correction manually. 


e Choose Ignore Numbers (6) if you want WordPerfect to ignore all words 
that contain numbers (such as RX7 or LPT1:). 


Finding Double Words 


In addition to identifying misspelled words, the Speller finds double words, such as 
the the. 


semistructured writing exercise known as “brainstorning.” 


When you brainstorm a writing assignment on-screen, you record your 
ideas in list form as they occur to you. When you brainstorm, you 
don’t worry about » spelling errors, or style. You turn off 
the inclination [% Qj hone each sentence before you nove on to the 
next one. You can handle those matters later. Your goal is, 
rather, to generate as many ideas as possible about the topic, the 
purpose, or the audience. 


When the Speller 
encounters a double 
word, the program 
doesn't offer 
alternatives. Instead, 
WordPerfect displays a 
different Not Found 
menu. 


Keeping an Idea File 


Doc 1 i 1 Ln 2.5" Pos 2.6" 


Double Word: 1 2 Skip: 3 Delete 2nd; 4 Edit: S Disable Double Word Checking 


You can choose from these options: 


e Select Skip (1 or 2) if the double word is legitimate. 

e Select Delete 2nd (3) if you accidentally typed two words instead of 
one. The second word is deleted. 

e Select Edit (4) and make the appropriate correction if one of the words 
is a typographical error. 

e Select Disable Double Word Checking (5) if the document contains 
many legitimate double words and you are certain of your 


proofreading skill. 


Correcting Irregular Case 


The Speller checks also for some common errors in capitalization. For example, the 


Speller stops at words with irregular case and allows you to replace each word 
with the Speller’s guess about the correct case. For instance, cAse is changed to 
Case, CAse to Case, CASE to CASE, and caSE or caSe to case. 
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fi hard disk can be purchased from nail order firms or fron cosputer 

stores in the arca: CHUD. Newton, Wellesley, Freninghnan, 

Meedhan, and to forth. The change you experience in going from a 

floppy disk system to one with a hard disk is both frustrating and 
- It is something new to learn and you are busy. If 


take the tine to figure out subdirectories, so all your files are 
lunped ther like throwing papers in a filing cabinet 
with no folders. 


A A ON SAS FST SS Here the program stops 
at the word BOston 
and displays the 


Irregular Case menu. 


—_-—-- + 


—_———-- 


If the unusual capitalization is actually correct for the word, select Skip (1 or 2). If 
you have many words with odd case selections, you may instead want to select 
Disable Case Checking (5). You can select Replace (3) to have the case for the word 
corrected. Note, however, that the Speller does not show you how it will correct the 


word. If you are not sure how the word will be corrected, select Edit (4) instead and 
then correct the word yourself. 


Checking a Block 
To check the spelling of a block, follow these steps: 


1. Highlight the block by using ALH F4 or .F12) to activate the Block 
command, or by dragging the mouse. 


2. Press Ctrl) F2) to activate the Spell command. 
r=: Access the Tools pull-down menu and choose Spell. 


When you check a block, you skip the Spell menu because you’ve already told 
WordPerfect how much of the document you plan to check. Otherwise, the Speller 
operates as usual. 
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Using the Thesaurus 


The Thesaurus is similar to the Speller except that the Thesaurus lists alternative 
word choices instead of alternative spellings. The Thesaurus displays synonyms 
(words with the same or nearly the same meanings) and antonyms (words with 
Opposite or nearly opposite meanings) for the selected word. The Thesaurus only 
lists these words; you must decide which one best fits your meaning. 


Displaying Synonyms and Antonyms 


If you are using a hard disk system, the Thesaurus files are immediately available. 
WordPerfect’s standard installation procedure puts those files in the C:\WP51 
directory. 


Before you use the Thesaurus on a dual floppy system, you must remove the data 
diskette from drive B and insert the Thesaurus diskette. The WordPerfect Program 
diskette must remain in drive A. You then can start the Thesaurus. When you finish 
using the Thesaurus, you must remove the Thesaurus diskette, replace it with your 
data diskette, and save the document. 


To use the Thesaurus, follow these steps: 


1. Place the cursor anywhere in the word you want to look up. 
2. Press (AIt)(F1) to activate the Thesaurus command. 


© Access the Tools pull- 
down menu and select 
Thesaurus. 


Date Text 
Date Code 
Date Format 


Outline > 
Paragraph Nunber 
Def ine 


Merge Codes > 
Merge 
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Part of Numbered 
Headword speech subgroup 


Micgle is a hard worker. 


The word is highlighted, 
and the screen is split. The 
document text is displayed 
at the top; the Thesaurus 
menu and word list Cin 

pea columns) are displayed at 
a the bottom. 


1A. 
B- 
Cc 
D- 
E- 

ZF 


pass lve 
-sluggish 


or 
b 
yE C — =o 


1 Replace Uord; 2 Ulew Doc: 3 LookjUp Uord; 4 Clear Coluan: 0 


Antonyms Reference Thesaurus 
menu menu 


The word you look up is called the headword because it has a body of similar words 
attached to it. The headword appears at the top of the column. Synonyms and 
antonyms for the headword are noted also. Words are divided into numbered groups 
und parts of speech. The column of letters to the left of the words is called the 
Reference menu. Remember that words marked with a bullet are headwords too; you 
can look up any of these words. 


If the columns are empty and Word: appears at the bottom of the screen, either the 
cursor was not placed within the word, or the Thesaurus cannot find the word you 
want to look up. In either case, type the word you want to look up at the Word: 
prompt, and then press Enter. 


Selecting More Words 


If you don't see a word that is exactly right or if you want to try other words, you 
can expand the word list. You can display more alternatives for any headword—a 
word with a bullet next to it. 
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mm Á l eee 


Nicole is a hard worker. She is not EE. Choose the headword that 
is close to the meaning of 
Seem ee the word in question, and 


. 1A ‘ent isi 
‘indolent eee press the letter next to 


ien hl 2 B -assiduous 
‘Slothful Gr that word. A new word 


s ahasi A AEE list appears in the column 
ae SF sinolest to the right of the 


*pass ive 


‘sluggish ; 
ene P an ee previous headword. Use 
"lective the right- or left-arrow key 


-active 


to move the letter choices 
to other columns. 


1 Replace Word: 2 View Doc: 3 Look Up Word; 4 Clear Coluan: 0 


Using the Thesaurus Menu 
With the Thesaurus menu displayed, you can select from the following options: 


e Select Replace Word (1) to replace the highlighted word. At the 
prompt Press letter for word, type the letter (from the 
Reference menu) that corresponds to the replacement word. The 
Thesaurus menu disappears, and the program inserts the word you 
selected into the text. 

e Select View Doc (2) if you are unsure of a word's exact meaning in the 
context of your writing. The cursor moves back to the document, and 
you can use the cursor keys to move around and view the surrounding 
text. Press Exit (F7) to return to the Thesaurus menu. 

e Select Look Up Word (3) to look up other words that come to mind. 
At the Word: prompt, type the word you want to look up. If the word 
is a headword, the Thesaurus displays the word with all its subgroups 
of synonyms and antonyms. If the word is not a headword, 
WordPerfect either looks up another similar word or displays the 
message Word not found. 

e Select Clear Column (4) if you want WordPerfect to clear a column 
and make room for additional word columns. 
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Chapter 6: Proofreading 


Summary 


This chapter introduced you to WordPerfect's features for checking a document. You 
learned how to use the Search feature to search for a string—a single character, 
word, phrase, sentence, code, or combination of these. You learned also how to use 
the Replace feature to replace a string with another string. You then explored the 


many options available through WordPerfect’s Speller and Thesaurus. The next 
chapter discusses WordPerfect’s printing features. 
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Selecting the printer you want for the current printing job 
Printing the test document 
Printing from the screen 
Printing from disk 
Controlling multiple printing jobs 
Previewing a document before printing 
Specifying the number of copies and print quality 


Chapter 7: Printing 


You can install many printers at a time and select from among them for particular 
print jobs. This chapter shows you not only how to select your printer but also how 


to designate the many printing specifications, such as binding width, number of 
copies, and print quality. 


You can print directly from the screen all or part of the document that currently 
appears, or you can print all or part of a document you have previously stored to 
disk. WordPerfect can keep track of multiple print jobs and print them in the order 
you specify. If you suddenly have a rush job, you can interrupt the printing and 
bump the job to first place in the printing queue. Before you print, you can use 


WordPerfect’s View Document feature to preview how the printed document will 
look and to avoid wasting time and paper. 


Before you can select a printer for use, you must install the printer definition—tell 
WordPerfect the kind of equipment you have. You can have any number of printer 


definitions available at one time. Instructions on installing a printer definition are 
provided in Appendix A. 


If you have a laser printer, you may want to refer to Appendix A for instructions on 
using font cartridges and soft (downloadable) fonts. With WordPerfect 5.1, you can 
take advantage of a variety of available fonts. 


SZ 
Key Terms in This Chapter 


Print queue An internal list of jobs to be printed. 


Binding width The extra space added to the inside edge of each page 


when a document is printed on both sides. Setting a 
binding width shifts odd-numbered pages to the right and 
even-numbered pages to the left by the specified amount. 


rr 


Selecting a Printer 


After you have installed the printer definition for the printer you want to use (see 
Appendix A), you are ready to select it. To select a printer, follow these steps: 


1. Press eShift).E7) to activate the Print command. 
I- Access the File pull-down menu and select Print. 


Selecting a Printer 


eee mee 
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4, Press Enter} to return to the document. 


Note: You can select any printer you have installed. The documents you then create 
will be formatted for the selected printer. However, you cannot actually print a 
document unless the selected printer is the one attached to your computer. 


Printing the Test Document 


Before you begin to print documents, you may want to test the printer definition you 


have just selected so that you can see what features your printer supports. For this 
purpose, WordPerfect includes a file named PRINTER.TST. 


To print the test document, complete the following steps: 


1. Retrieve the file PRINTER.TST to the screen by pressing ‘¢Shift}(F10) to 
activate the Retrieve command, typing the file name PRINTER.TST, and 
pressing ~Enter). 

L- Access the File pull-down menu, select Retrieve, type the file name 
PRINTER.TST, and press Enter). 


. Press Shift) FZ) to activate the Print command. From the Print menu, 
select Full Document (1). 


IN 


-© Access the File pull-down menu, choose Print, and select Full 
Document (1). 


The test document is printed on the selected printer. Features that do not print 
properly may not be supported by your printer. 


Printing from the Screen 


Printing a document from the screen is quicker than printing a document from disk— 
especially if the document is short. From the screen, you can print an entire 
document, a single page, selected puges, or a block of text. 
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Printing an Entire Document 
TO print an entire document from the screen, follow these steps: 


1. Display the document. 
2. Press (@Shift)(F7) to activate the Print command. 
‘.) Access the File pull-down menu and choose Print. 


3. Select Full Document (1). 


Printing a Single Page 
To print a single page from a document on-screen, follow these steps: 


1. Display the document and position the cursor anywhere within the 
page you want to print. 

2. Press .Shift)(F7) to activate the Print command. 
(J) Access the File pull-down menu and choose Print. 


3. Select Page (2). 


If the page you've selected doesn’t appear near the beginning of the document, 
you may notice a short pause before the page prints. WordPerfect scans the 
document for the last format settings (such as margins and tabs) before printing the 


page. 
Printing Selected Pages 
To print selected pages from a document on-screen, follow these steps: 


. Display the document. 
2. Press (*Shift)iF7) to activate the Print command. 
DƏ Access the File pull-down menu and choose Print. 


3. Select Multiple Pages (5). 
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4. Type the pages you want to print, and then press ‘“Enter). 
Type the page numbers according to the following specifications: 
Specification Page(s) Selected for Printing 


5 Page 5 only 

2,25 Pages 2 and 25 only 

3- Pages 3 through the end of the document 
1-10 Pages 1 through 10 

-3 Pages from the beginning of the document 


through page 3 


Printing a Block 


Sometimes you may want to print only a single sentence, a paragraph, a page and a 
half, or five pages from a larger document. You can use WordPerfect’s Block feature 
to specify what text you want to print. 


To print a block of text from the screen, follow these steps: 


1. Highlight the block by using (Alt) F4) or (F12) to activate the Block 
command, or by dragging the mouse. 

2. Press ‘*Shift] FZ) to activate the Print command. 
C- Access the File pull-down menu and choose Print. 


wa yuu have trouble deternmieing a sharp focas fur a docencol 
hen you are umertain uhat gon want to sey coesider trying a 
semistructured writing exercise kuowe as “brainstorming ` 


eo gue braieastorm a writing acsigunrat oe screen, you record tour 
ideas iv list form os they occur to tau Uhren you brainstorm, you 


fun’ t worry about typos, spelling errors, or style You tere off 
the im linetion to how: cach seuteace before yu mow oa to the 
You cap handle thosr matters later Your gual is, 
‘r, to generate as mam) ideas as possible about the topic, the 
r, or the audicuce 


Keeping an Idea File 


fin idea file is an extension of a brainstarming file. You can save 
an idea file and retrieve it when you want to add more ideas later. 


3. At the confirmation 
prompt, select Yes to 
print the block. 


Using a Prewriting Template 


Prevriting is cverything you do up to the actual step of writing 
that first draft. It is very such a pert of the planning stage. 


.- 


Print block? Mo (Yes) 


186 


Printing from Disk 


a ma se ame we 


Adding a Print Job to the Queue 


You can continue working on the document (or another document) while you 
print. If you finish working on a second document before the first document has 
finished printing, you can print the second file just as you did the first. WordPerfect 
adds the print job to the queue. 


Making a Screen Print 


When you need a quick printout of whatever appears on-screen (for instance, a 
hard copy of a WordPerfect Help screen), you can press Print Screen (on an 
Enhanced Keyboard) or Shift-PrtSc (on a PC keyboard). The printout won't show 
formatting codes, but it will include the information that appears on the status line. 


Printing from Disk 


With WordPerfect, you can print a document from disk without displaying the 
document on-screen. You can print from either the Print menu or the List Files 
screen. With both methods, you can specify which pages to print. 


Note: If you want to reduce your printing time, you can turn off the Fast Save 
feature from the Setup: Environment menu. The Fast Save feature, which usually is 


turned on, allows WordPerfect to save a file quickly by storing an unformatted 
version of the file. At print time, however, WordPerfect must take time to construct 


and format a temporary file before sending the job to the printer. 


Printing from the Print Menu 


When you print from the Print menu, you must know the complete file name 
before starting the operation. You cannot use the List Files screen to look up the 
file after you have pressed Print (Shift-F7). 


To use the Print menu to print a document from disk, follow these steps: 


1. Press (#Shift)(F7) to activate the Print command. 
C5 Access the File pull-down menu and choose Print. 
2. From the Print menu, select Document on Disk (3). 
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3. Type the file name and press ~Enter). (Note: If the document is stored in 
a directory other than the current directory, you must type the drive, 
path name, and directory name.) 


The prompt Page(s): (A11) is displayed on the status line. 


4. If you want to print the entire document, press “Enter). If you want to 
print particular pages only, type the pages you want to print, and then 


press ~Enter). 


Type the page numbers according to the specifications given in the 
earlier section “Printing Selected Pages.” 


WordPerfect reads the file from disk, creates a print job, and adds the document to 
the print queue. 


Printing from the List Files Screen 


In addition to printing from the Print menu, you can print from the List Files screen. 
Printing from that screen has two advantages: you don’t need to remember the name 
of the file you want to print, and you can mark any number of files to print. The files 
are printed in the order in which they appear on the List Files screen. 


To use the List Files screen to print a document from disk, follow these steps: 


1. Press (F5) to activate the List command. 
C> Access the File pull-down menu and choose List Files. 


2. If the file resides in the current drive and directory, press Enter). If the 
file is in a different directory, type the drive, path name, and directory 
name; then press ~Enter). 


WordPerfect displays the List Files screen. 


3. Use the cursor keys to highlight the name of the file you want to print. 
Or 


Select Name Search (N) and begin typing the file name. When the file 
you want is highlighted, press ~Enter). 
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Dircctory D:\UPSINBOUKNe. « 


205, 734 Files: 


Free: 15,165,440 Used: 


bg 


01-20-90 09:00a 
01-20-90 07:47a 
02-20-90 02:23p 
01-24-90 01:12a 
01-10-90 09:37a 
01-10-90 10:31p 
01-20-90 10:15p 
01-11-90 02:56a 
01-15-90 03:S0a 
01-15-90 09:52a 
01-15-90 09:53a 
01-24-90 01:37a 
01-15-90 09:40a 
9 01-23-90 06:5fla 


01-24-90 01: 
01-24-90 01: 
01-18-90 07: 
01-15-90 11: 
02-20-90 10: 
01-24-90 11: 
01-15-90 11: 
01-25-90 12: 
01-04-90 

01-15-90 

01-15-90 09: 
01-23-90 11: 
01-24-90 12: 
01-22-90 03: 
01-19-90 09: 
01-17-90 07: 
01-24-90 11:16p 
01-24-90 09:32p v FOOTHOTE.TXT 


ô 
B82 


TEETER 
TE 


01-17-90 07:33p 
01-19-90 09:43p 
01-24-90 11:11p 
01-23-90 01:04p 


355 


1 Retrieve: 2 Delete: 3 Move/Renane; Prints S Short/Long Display: 
6 Look: ? Other Directory: 8 Copy: 9 Find: N Mane Search: 6 


5. At the prompt Page(s): 


Printing from Disk 


| 4. Select Print (4). 


(A11), press (“Enter) to print the entire 


document; or type the pages you want to print, and then press 


Enter). 


Marking Files To Print 


From the List Files screen, you can mark several files to print. To mark each tile, 
use the cursor keys to highlight the name of the file, and then press the asterisk (*) 
key. Or you can press Home and then press the asterisk (*) key to mark all the files 


on the List Files screen. 


Directory D:\UPSINBOUKNe.« 


02-21-90 04:49p 
Free: 15,165,440 Used: 


Docuncnt size: 


(0) 2.426 Marked: 3 


$ Current <Dir> +» Parent <Dir> 
“ABSTRACT. 324 01-24-90 01:13a | ACEVEDO .LTR 1,087 01-20-90 09:00a 
ACKNOWL . 323 01-24-90 01:14a | ADDRESS .SMF 2,271 01-20-30 07:47a 
ADDRESS .TST 1,129 01-18-90 07:03a | ALIGN .TXT 1,930 02-20-30 02:23p 
APPEAR .IXT 2,998 01-15-90 11:49a | AUYOREF .IXT 1,896 01-24-30 01:12a 
“BIBLIO .TXT 1,779 02-20-90 10:34a RUEL TXT 1,39? 01-10-90 09:37a 
BORDERS .UPG 4,279 01-24-90 11:44p | BRAIN .TXT 714 01-10-90 10:31ip 
BUS INESS . m0 721 01-15-90 11:S5a | CALC -COL 1,037 01-20-90 10:15p 
CAPTIONS.UPG 10,082 01-25-90 12:10a | CASE TXT 919 01-11-90 02:56a 
CENTER .TXT 454 01-04-90 09:44p | CHAPL 23,731 01-15-90 09:50a 
CHAPZ : 1,736 01-15-90 09:Sla | CHAPS. 1,736 01-15-90 09:52 
CHAP4 à 1.736 01-15-90 09:52a | CHAPS... 1,736 01-15-50 09:53a 
COLUMN .TXT 2,960 01-23-90 11:09a | COMPARE .TXT 1,533 01-24-90 01:37a 
CONTENTS . TXT 2,430 01-24-90 12:06a | DESCRIDE.TXT 1,736 01-15-90 09:40a 
bpoc2 s 825 01-22-90 03:35Sp | ELECTION.TXT 2.029 01-23-90 06:58a 
EMVELOP .PMF 1,101 01-19-90 09:03p | DWELOPE.FMNT 614 01-17-90 07:33p 
ENVELOPE .ALT 934 01-17-90 07:43p | EMVELOPE.FMF 1,231 01-19-90 09:43p 
EQBOX UPG 679 01-24-90 11:16p | EQUATION. TXT 744 01-24-930 11:1ip 
FIGURE .UPG 3,702 01-24-30 09:3Zp | FOOTMOTE.IXT 2.313 01-23-90 01:04p 


Print marked files? No (Yes) 


After you mark the 
files, select Print (4). 
To confirm printing, 
select Yes. 
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WordPerfect adds the marked files to the print queue and prints them in the order in 


which they appear on the List Files screen. To unmark all files, press Home and then 
the asterisk (*) key again. 


Printing a Disk Directory 


For a neatly formatted printout of a disk directory, follow these steps: 


1. Press F5) to activate the List command. 

C> Access the File pull-down menu and choose List Files. 
2. Press Enter). 
3. Press Shift) F7) to activate the Print command. 

5 Access the File pull-down menu and choose Print. 


Controlling the Printer 


WordPerfect'’s Control Printer feature is a powerful tool for managing your printing 
activities. With this feature, you can cancel print jobs, move a print job to the top of 
the list, display a list of jobs waiting to be printed, and suspend and then resume 
printing. You perform all these operations from the Print: Control Printer screen. 


To access the Print: Control Printer screen, follow these steps: 


1. Press ©Shift} F7) to activate the Print command. 
Co Access the File pull-down menu and choose Print. 
2. Select Control Printer (4). 


The Control Printer screen is divided into three sections. 
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Controlling the Printer 


re me em re eet 


The Current Job portion 
of the screen gives you 
information about the job 
that is currently printing. 


Print: Control Printer 
Current Job 


Page Muaber: 2 
Current Copy: 1 of 1 


Standard 6.5" x 11” 
Continuous feed 


_ The Job List portion dis- 
Job List plays information about 


(eercea) ae Eent tyson the next three print jobs. 
(Disk File) LPT 1 
(Disk File) LPT 1 , 
The Control Printer menu 


gives you the options 
you need for managing 
your printing activities. 


Additional Jobs Mot Shoun: 2 


1 Cancel Job(s): 2 Rush Job; 3 Display Jobs: 4 Go (start printer): S Stop: 0 J 


Canceling a Print Job 


With the Print: Control Printer screen displayed, choose Cancel Jobts) (1) to cancel 
individual print jobs or all print jobs while they are printing. WordPertect displays a 
message that tells you the number of the job currently printing. Press Enter to 
cancel the current job, or type the number of the job you want to cancel. Or cancel 
all jobs by pressing the asterisk (*) key and selecting Yes to contirm the 
cancellation. 


Rushing a Print Job 


Choosing Rush Job (2) from the menu at the bottom of the Print: Control Printer 
screen enables you to print a job in a hurry. You can use this option either to 
interrupt the current print job so that you can print another job in the queue, or to 
print the rush job after the current job is printed. 


After you choose Rush Job (2), WordPerfect prompts you to specify which job to 
rush. Type the number of the print job you want to move up. Then select Yes to 
interrupt the current printing job, or select No or press Enter to print the job after 
the current job is finished printing. 


If you elect to interrupt the job currently printing, the interrupted print job 
automatically resumes printing after the rush job is done. If necessary, WordPerfect 
prompts you to change forms for the rush job and prompts you again to reinsert 
the original form for the interrupted job. 
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Displaying a List of Jobs 


The Print: Control Printer screen can display only three of the jobs in the queue. 


Job List 
Job Document Print Options 
2 (Screen) 


(Disk File) 

Misk File) : _ ; 

ot a Tha To display additional jobs in 
the print queue, choose 

Display Jobs (3) from the 

menu at the bottom of the 


Print: Control Printer screen. 


Press any key to continue 


Suspending Printing 


If your printer has jammed or needs a new ribbon, you may need to suspend and 
then resume printing. In this case, choose Stop (5) from the menu at the bottom of 
the Print: Control Printer screen. Then you can correct the problem. 


Before you resume printing, you must position the print head at the top of the next 
page. Then press G to restart the printer. Printing resumes on page one if the 
document consists of only one page or if you stopped printing on page one. 


Print: Control Printer 


Job Muaber: 2 Page Member: 3 
Status: Stopped Current Copy: 1 of 1 


Reset piecer (press RESET cr turn printer OFF and ON) 
Press “G™ to restart, “C” to cancel 


Otherwise, WordPerfect 
prompts you to enter the 
| page number where you 
want printing to resume. 
At the prompt Restart 
on page:, type the page 
| number and press Enter. 


Job Docuncnt Dest inatioa Print Options 
LPT 1 


(Disk File) LPT 1 
(Disk File) LPT 1 


4 
Adåiticnasl Jabs Mot Sham: 2 
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| 
| 
Using View Document | 
| 
| 
| 


Introduction 
a i } Getting 
Using View Document | Started 
| 
Another option on the Print menu is View Document (6). Use this option to | Editing 
preview a document before you print it. | 
| Working 
With the View Document option, you save costly printer paper and time by first T 
previewing the document, making changes if needed, and then printing the an 
: ra o INK 
document when you are certain that it’s perfect. Document pages appear on-screen | Lines und 
as they will appear when printed on paper, including graphics (if your system can | Paragraphs 
display graphics), footnotes, page numbers, line numbers, headers, footers, and a 
: Ie : 1 Foumatang 
justification. | Pages 
To preview a document, follow these steps: EEEN 
contre te timgs 


1. Display the document you want to view in either the Doc 1 or the f 


, Printing > 
Doc 2 window. Se as 


2. Position the cursor anywhere on the page you want to view. Managing 
3. Press Shift) F7) to activate the Print command. ii 
(=) Access the File pull-down menu and choose Print. Creating 
4. Select View Document (6). Cae 
5. Choose one of the four options available. Sierini 
Documents 


Soning and 


Selecting 
(es 
CBdGettiag Sterted 
Tais cheste gies wits the besice of VosOPerfoct stertieg the Using 
oa wootoctte “6 ptis x p 5 ME a. Gear aati Columns 
RN Ei escent Renee Select 100% (1) to view 
Belera aexplesiag these doole ras s. the sos sas ven yea b briot 
meri onnet A S rie ist seit the document at its Creating 
uictiy eosa te portora a aultitu Py et eat sacacsi Aeta sith è t ii 
> bs HA *@ seay Costuces a j eo Ps actual SIZE. Tables 
CO)fep Ferae ia Tnio Chapter 
peente RUINED eaSip pae dees aeees ONA E pea ators 
EA Referencing 
Stetas liae Fae bettpa Ties se the Fasêfortett rhe eho sercon 
nie AGa tks nbaaaten OF cae. gates a Beg Mag dt 
Gisplope oyote” manetan piae aies 
Curses Ae see sezooa saeles t e a e ates Creating 
acehs tee erri rie assies cates «113 m 
storos Graphis 


1 100% 2 200+ 3 Full Paye 4 Faciug Payr 
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— 


etting Started Select 200% (2) to view 


1s chapter begins with the basics the document at twice 
progran. looking at the editing scree i ‘ 

using the Help feature You learn som its actual size. 

a word processor. including how to oc 

Rake a menu selection. print and 

WordPerfect After you naster these ft 

explore the progran and 1ts many fea 


& 
b 
b 


co 
i 


Before exploring these basıc tasks. 
overview of WordPerfect's feature: 


et oT eke a = 


mes ores ewes am us 
ears He m. ms Cae SO jas se Os 
one 


Select Full Page (3) to 
view the entire page. 


. 
>. 
ee oS a aa Fe 88 
ee 6 beet eee Ot ee we © 6 Oe 


0 OTe © twee toes es (26 weet n 
ewe tows cans & 86 ee mea 


(em c@-rtee a eweewe -o as 


i 100 2 200 3 fall Pege 4 Facing Pages 


Select Facing Pages (4) 
to View the current page 
and its facing page (odd- 
= ” numbered pages are 
PSs SSS displayed on the right 
Siivesineisa— side of the screen; even- 
numbered pages are 
displayed on the left). 
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Selecting Print Options 


document. 
Note that you cannot edit this preview version of the document. 

7. When you have finished previewing the document, press (F2) (Exit) to 
return to the editing screen. 


Selecting Print Options 


From the options listed at the bottom half of the Print menu, you can set binding 
width, specify number of copies, print multiple copies, and select graphics or text 


quality. 


Print 


1 - Full Docunent 
2 - Page 

3 - Docurment on Disk 
4 - Control Printer 

S — Multiple Pages 

6 - View Docurnent 

7? - Initialize Printer 


| You use these options 
to set the printing 
specifications for 
particular print jobs. 


Options 


mee ECE TE ET [os ba D 
B - Binding Offset 8 
N - Mumber of Copies 1 
U - Multiple Copies Generated by WordPerfect 
G - Graphics Quality Ned lun 
T - Text Quality High 


Setting Binding Width 


The binding width is the extra space added at the inside edge of each page when 
the document is printed on both sides. Setting a binding width shifts odd- 
numbered pages to the right and even-numbered pages to the left by the specified 
amount. The binding option provides an extra margin along the inside edge of the 
paper to allow for binding or three-hole drilling of the final copy. 


To set the binding width, follow these steps: 


1. Press {«Shift](F7) to activate the Print command. 
> Access the File puli-down menu and choose Print. 
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2. Select Binding Offset (B). 
3. Type the amount of extra space you want added to the inside margin of 
each page; then press ‘~Enter). 


The binding width stays in effect until you change it again. 


Specifying Number of Copies 


If you need more than one copy of a print job, you can change the number of copies 
through the Print menu. When you use the Number of Copies option, the pages in 
each copy of the print job are collated. Until you change the number back to one, 
the number of copies you specify on the Print menu will be printed for all print jobs. 


To specify the number of copies to print, follow these steps: 


1. Press Shift) F7) to activate the Print command. 


[13 Access the File pull-down menu and choose Print. 
Select Number of Copies (N). 


Y 


Ov 


. Type the number of copies you want to print, and then press (~Enter). 


Printing Multiple Copies of a Print Job 


Some printers are capable of printing multiple copies after receiving the printer 
information only once. If your printer has that capability, you can use the Multiple 


Copies option to increase print speed. The copies, however, are not collated. Follow 
these steps to generate multiple copies of a print job: 


1. Press Shift) F7) to activate the Print command. 

©: Access the File pull-down menu and select Print. 
2. Select Multiple Copies Generated by (U). 
3. Choose Printer (2). 


Changing Print Quality 
The Graphics Quality option controls the degree of resolution (sharpness) your 


printer uses to print graphics images. Text Quality is identical to Graphics Quality 
except that Text Quality controls text only. 
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To change print quality, follow these steps: 


1. 


oS a Sy 


Press (@Shift) EZ) to activate the Print command. 

O Access the File pull-down menu and choose Print. 

Select Graphics Quality (G). 

Choose the desired setting from the Graphics Quality menu. 

Select Text Quality (T). 

From the Text Quality menu, select the desired print quality for text. 


For both graphics and text, the following print qualities are available: 


e Select Do Not Print (1) if you don’t want either the graphics or the text 


to print. If your printer can’t print text and graphics in a single print 
run, select this option for Graphics Quality and print the text only. 
Then reload the paper, select this option for Text Quality, and print 
the graphics only. 

Select Draft (2) for a quick draft. 

Select Medium (3) for medium resolution. 

Select High (4) for high resolution. The higher the print resolution you 
select, the slower any pages containing graphics images will print. 


Summary 


In this chapter, you learned how to select a printer and how to print the test 
document. You examined some of WordPerfect's many printing features, learning 
how to print first from the screen and then from disk. You explored various ways 
to control your print jobs and specify the options you want, and you learned how 
to preview a document before printing. 


In the next chapter, you will explore ways to manage your files through the List 


__ Summary 


Files screen. You will also learn how to create document summaries to keep track 
of your documents’ contents. 
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Chapter 8: Managing Files 


oo = = a ee eC Á o ee 


In this chapter, you learn how WordPerfect can help you manage DOS and your 
computer system. With WordPerfect’s List Files feature, you can manipulate files and 
directories much more than most word processing programs allow. You can use List 
Files to help you with common DOS and WordPerfect operations, such as deleting, 
moving, copying, and renaming files; making, changing, and deleting directories; and 
retrieving and printing documents. You can also use List Files to search for files with 
particular names or to search for phrases within groups of files. Another tool for 
managing files is WordPerfects Document Summary feature. That feature displays 


descriptive information about your files in order to help you keep track of their 
contents. 


a ee: 


Key Terms in This Chapter 


DOS An acronym for disk operating system. DOS is a 


collection of programs that gives you control of your 
computer’s resources. DOS controls the use of disk 
drives for storing and retrieving programs and data. 


Directory A disk area in which information about files is stored. 
Displayed on-screen, a directory is a list of files. 


Default directory The directory WordPerfect currently uses to save and 
retrieve files. When retrieving a file, WordPerfect 
looks for the file in the default directory unless you 
specify a different directory. When saving a file, 
WordPerfect puts the file in the default directory 
unless you specify otherwise. 


File specification The drive and path name you enter for a file list. 


Wild-card characters Characters that can represent any single character (?) 
or any number of characters (°). Wild-card characters 
can be used to broaden or narrow an area of inquiry. 


For example, you can use wild-card characters with 
the Find feature. 


a a 
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Using the List Files Screen 


With the List Files feature, you can accomplish—from within WordPerfect—much 
of the file and directory management you ordinarily perform from DOS. To get to 
the List Files screen, follow these steps: 


1. Press (F5) to activate the List command. 


(©) Access the File pull- 
down menu and select 


Retrieve 


Save 
Text In > List Files. 
Text Out > 


Passuord > 


List Files 


Summary 


Setup an 


Goto DOS 
Exit 


WordPerfect displays the 
message Dir in the lower left 
comer, followed by a file 
specification for all files in 
the default directory, such as 
the following: 


Dir C:\WP51\BOOK\*.”* 


This message says that 
WordPerfect is ready to give 
you a file list of all files in the 
default directory. 


Dir C:\WPSIN\BOOK\=.« 


2. If this is the directory you want, simply press (Enter). If it is not the 
directory you want, change the specification and then press (Enter). 


C Double-clicking the left mouse button is the same as pressing 
~Enter). For example, after choosing List Files from the File pull- 
down menu, you can double-click on Dir C:\WP51\BOOK\*. * 
to accept the default file specification. X 
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If you type a new file specification, it replaces the original specification. 
You also can edit the file specification, just as you edit regular text—by 
using keys such as Del and Backspace. 


After you accept the current file specification or enter a new one, the List Files screen 
appears. The three areas on this screen are the heading, the file list, and the menu. 


The Heading 


ii The first line of the two-line 
ment size: Free: 1,024,000 Used: 130.648 Files: heading on the List Files 
screen displays the date, the 


11-15-90 11:40a Directory C:\UPS1I\BO0OK\=.« 


: 08:20p 552 09:14p 
BLOCK TX? 1,397 01-10-90 09:37a | BRAIN TXT 714 01-10-90 10:31 . . 
BUSINESS .LTR 332 01-15-90 09:5Ba | OASE `. 319 01-11-90 02:568 time, and the directory 
CENTER .TXT 484 01-04-90 09:44p | Gari 23.731 01-15-30 09:50a f : . 
CHAPZ 1,736 01-15-90 09:Sia | CHAPS). 1,736 01-15-90 09:S2a being listed. The second line 
ate de SEBO eee fe CEES | Ul chows the size of th 
CHARACTR.DOC 42, : : . : , 
pocz BAZ 01-10-30 09:39a | ELECTION.TXT 1,156 01-08-90 04:30p shows the size ot tne 
HARMONY .LTR 1,601 01-15-90 09:49a | HYPHEN TXT B02 01-10-90 03:25 . 
INDENT LTXT 1,041 01-10-30 03:56p | JUSTIFY Txt 1,141 12-13-89 09:2Bp document currently being 
NOTES BSS 12-13-89 10:01a 843 12-13-69 10:00a . 
SEARCH TXT 1,043 01-11-90 02:51a | SIZE TXT 1,75? 12-13-89 08:25p edited, the amount of free 
STYLES .TXT 6,229 01-10-30 09:03p | TABS TXT 2,419 12-13-89 09:00p 
TEST .DOC S69 12-11-89 11:16a | TRAVEL .LTR 23,731 01-15-90 09:47a space left on the disk, the 
amount of disk space taken 
up by files in the current 
1 Retrieve: 2 Delete: 3 MoverRenane: 4 gh 5 Short-Long ad ii 
6 Look: 7 Other Directory: B Copy: 9 Find: N Mane Search: 


directory, and the number of 
ii files shown in the list. 


The File List 
I! The two-column file list on the 
"Directory CNUPSINBUDINS. « | List Files screen displays the 
free 1,024.000 Used 130 .648 i z . 5 . 
names and directories in alpha- 
a s0:3i6 betical order across the screen. 
01-11-90 02:S6a š í 
(Files whose names start with 
numbers are listed first.) This list 
shows the complete file name, 
file size, and date and time the 
sees Cae 3 file was created or last modified. 
You can print this list, along with 
most of the information in the 


S 
3 
8888 


e 
8 
RSESSh333838 
PBESS SASK ESESE 


' 
1 Retri 2 Delete; 3 Move/Reneme; 4 Print: = eerie M 1 | Ve ti i i tft- 
b Lock: 2 Dither Sirei: E Goga: 9 Find: N Same Search: aii | heading, by pressing Print (Shift 


i F7) or by accessing the File pull- 
| . . 
ti down menu and choosing Print. 


Using the List Files Screen 


Notice that the top line of the file list contains the following information: 


Current <Dir> .. Parent <Dir>? 


<Dir> indicates that the items are directories. Other directories in the list are 
similarly labeled. The entry labeled Current refers to the currently listed directory. 
The other entry, labeled Parent, refers to the parent directory of the listed 
directory. The parent directory is one level higher than the current directory. 


A highlight bar also appears on the top left entry. You can move this bar with the 
cursor keys to highlight any name in the list. If you want to display files from a 
different directory, you can highlight the name of that directory and press Enter 
twice. 


Note: With the Location of Files option on the Setup menu, you can specify that 
certain types of files be stored automatically in separate directories. For example, 
you can designate separate directories for dictionaries, backup files, and macros. 


The List Files Menu 


Directory C:\UPSINBUUKNe.« 


O Free: 1,024,000 Used: 150.640 Files: 


2 12-13-89 09:14p 
01-10-90 10:3ip 
01-11-90 02:S6a 
01-15-90 09:50a 
01-15-90 09:52a 
01-15-90 09:53a 
01-15-30 09:40a 
01-00-90 04:30p 

B02 01-10-90 03:25p 
12-13-89 09:ZBp 
12-13-89 10:00a 
12-13-89 08:25p 
12-13-89 09:00p 
01-15-90 09:47a 


12-13-89 08:20p 
01-10-90 09:37a 
01-15-90 08:SBa 
01-04-90 09:44p 
01-15-90 09:Sia 
01-15-90 09:5Za 
11-06-89 12:00p 
01-10-90 09:39a 
01-15-90 09:43a 
01-10-90 03:56p 
12-13-89 10:01a 
01-11-90 02:51a 
01-10-90 09:03p 
12-11-89 11:16a 


~ 
> ` 
ul 
p 
@ 


ENSRESSNRISHY 


From the List Files menu 
ut the bottom of the 
screen, you can select 
from 10 menu items. Each 
operation, when selected, 
acts on the highlighted file 
or directory. 


â þa Aa 


> e 


O ma 


1 Retrieve; 2 Delete: 3 Move/Renane: 4 Print; 5 Short/Long Display: 
6 Look: ? Other Directory: B Copy: 9 Find: N Nane Search: 6 


After you make a menu selection, WordPerfect often asks for confirmation. For 
instance, if you select Delete (2) to delete the file ELECTION.TXT, WordPerfect 


displays the following prompt: 
Delete C:\WP51\BOOK\ELECTION.TXT? No (Yes) 


Although WordPerfect displays the No response, you can select Yes to delete the 
file, or select No or press Enter to cancel the command. 
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Using the List Files Menu 


You can use the options on the List Files menu to manage your files without leaving 
WordPerfect and going to DOS. The first step vou perform for any operation is to 
highlight the name of the file or directory on which you want to operate. You can 
use the cursor keys to move to the entry, or you can use the Name Search option. 


Name Search 


With the Name Search (N) option on the List Files menu, you can move the highlight 


bar to a file name as you type the name. First press N and then type the first letter of 
the file name (for example, BUSINESS.LTR) for which you want to search. 


J1-15°90 11:400 
_uneut size 


Current 
APPEAR .TXT 


Wir 
4,519 
1,337 

Jaz 


20- 


Frec: 


APPEAR .TXT 4,518 12-13-09 03:20p 
BLOCK .TXT 1,397 01-10-90 09:37a 
BUSINESS .LTR 332 01-15-90 00:5Ba 
CENTER .TXY 4B4 01-04-90 09:44p 
APZ . 1,736 01-15-90 09:51a 
HAPA . 1.736 01-15-90 09:52a 
OWRACTR.DOC 42,223 11-06-09 12:00p 
poz tis 842 01-10-90 09:33 
HARMONY .LTR 1,801 01-15-90 09:49a 
INDENT .TXT 1,041 01-19-90 03:S6p 
MIES . 895 12-13-89 10:01a 
SEARCH TXI 1,943 01-11-90 02:Sia 
STYLES .TXT 8,229 01-10-90 09:03p 
TEST .DOC 569 12-11-569 11:1ba 


12-13-09 
01-10-30 
01-15-99 
01-04-30 
01-15-90 


SRSESSHSZEESS 


12-11-09 11:16a 


Directory C-\UPSIN\BOOKNs © 
1.024.000 Used: 


BIBLIO 


Parent 


TXT 


ERAIN =. TXT 
CASE -TXT 
CHAP1 
CHAPS 
CHAPS 
DESCRIBE . TXT 
ELECTION. TXT 
- TXT 
JUSTIFY .TXT 
PARK -LTR 
SIZE - TXT 
TABS „TXT 
TRAVEL .LTR 


130.648 


D n a 


<Dir> 
592 = 12=13-89 


714 
319 


YESRAaaS 


a 


my 
-_ 
= w 


(Mame Search: Enter or arrows to Exit) 


Files: 


ue 
a] 
yi 


PEHA 


Ñ 
G 
3 
S 
P 


> oh 


ib be 
vo 


SPERE 


25 
ze 


(Meme Search: Enter cr arrows to Exit) 


If you type b, for instance, 
the highlight bar jumps to 
the first file name starting 

with that letter. 


If you type u as the 
second letter of the name, 
the highlight bar jumps to 
the first file name that 
starts with these two 
letters. If you still don't 
find the file, type the third 
letter—in this case, s—and 
the highlight bar jumps to 
the first file name starting 
| with these three letters. 


——————— E E E E 


——— ee ee 


Using the List Files Menu 
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If you make a mistake or change your mind, you can press Backspace; the last 
letter you typed is deleted, and the highlight bar jumps to its previous position. 
When the file name you want is highlighted, turn off Name Search by pressing 
Cancel (F1), Enter, or one of the arrow keys. Then you can perform on that file any 
of the List Files operations described in this chapter. 


You can use Name Search to search for a directory name as well as a file name. 
Simply type a backslash (\) before the first character of the directory name. For 
example, to find the LEARN directory, type \LEARN. 


In addition to using Name Search, you can use Forward Search (F2) and Backward 
Search (Shift-F2) to locate files within the List Files screen. These features are 
particularly useful with a long display of file names (discussed later in this chapter). 


Retrieve 


The Retrieve (1) option (discussed in detail in Chapter 2) works like Retrieve 
(Shift-F10) from the editing screen and like Retrieve from the File pull-down menu: 
the retrieve operation brings a file into WordPerfect for editing. Like Retrieve 
(Shift-F10), this option inserts the newly retrieved file at the cursor position. 


If you already have a file on-screen, selecting Retrieve (1) from the List Files menu 
inserts the retrieved file into the document on-screen at the cursor position. 
Whenever you pick this option with a file already on-screen, WordPerfect displays 
the following prompt to prevent you from accidentally combining files: 


Retrieve into current document? No (Yes) 


Select Yes if you want to combine the new file with the file on-screen. Select No if 
you don’t want to combine the files. 


WordPerfect tries to protect you from retrieving improper files. It does not retrieve 
program files, nor does it retrieve any temporary or permanent WordPerfect system 
files. 


The Retrieve option retrieves and automatically converts to WordPerfect 5.1 format 
any DOS text file or any file created with an earlier version of WordPerfect. 
WordPerfect also automatically converts spreadsheet files created by PlanPerfect, 
Lotus 1-2-3 (versions 1.0, 2.1, and 2.2), Microsoft Excel, Quattro, or Quattro Plus for 
use in WordPerfect. In addition, you can perform many conversion operations 
through the Text In/Out (Ctrl-F5) feature. Such conversions, however, are beyond 
the scope of this book. 
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Delete 


The Delete (2) option on the List Files menu deletes files or directories. If the 
highlight bar is on a file name, that file is deleted. If the bar is on a directory name, 
the directory is deleted as long as it does not contain any files. If the directory 
contains files, WordPerfect displays an error message. Whether you are deleting files 
or directories, WordPerfect displays a prompt similar to the following: 


Delete C:\WP51\BOOK\CHAP2? No (Yes) 


Select Yes to confirm the deletion, or select No to cancel the deletion. 


Move/Rename 


To move or rename a file, first highlight the name of the file to be moved or 
renamed. Then press Move/Rename (3) from the List Files menu. If you are moving 
the file, type the directory or drive where you want to move the file, and press Enter. 
Moving a file means transferring it to a different directory or disk drive. If you are 
renaming the file, type the new name (the displayed name disappears) and press 
Enter. If the file you are moving already exists in the other directory, or if you select 
a name that is already in use, WordPerfect asks you to confirm that you want to 
replace the existing file. If you answer Yes, the existing file is erased. 


Copy 


Like the DOS COPY command, the Copy (8) option on the List Files menu copies the 
file. To copy a file, highlight the name of the file to be copied and select Copy (8). 
WordPerfect displays the following prompt: 


Copy this file to: 


To copy the file to another disk or directory, type the drive or directory and press 


Enter. To make a copy of the file in the current directory, type a new file name and 
press Enter. 


Print 


The Print (4) option on the List Files menu prints the highlighted file on the currently 
selected printer. Unlike many programs, WordPerfect can print while you continue to 
edit another document. You can even tell the program to print more than one file. 
For a detailed discussion of WordPerfect’s Print options, see Chapter 7, “Printing.” 
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Short/Long Display 


The Short/Long Display (5) option on the List Files menu enables you to toggle 
between the default (short) List Files display and a long display. When you select 
this option, WordPerfect offers the following menu line: 


1 Short Display; 2 Long Display: 2 


To choose the long display, press Enter twice to accept the default choice of 2. 


Directory C:\UPSINBOURNS. © 


Docunent size: O Free: 1,020.06 Used: 130.133 Files: 24 
Descriptive Nane Type Filenane Size Revision Dale 


Current Directory : <Dird 


Parent Directory oe 
Annual Meeting teno BUS INESS . MMO 01-15-90 11:55a 


Bibli f Greek Literatu Ref BIBLIO .TXT 01-15-90 11:46a . .. , 
A iodinaalE Liriek neet ing Letter HARNOMY “LTR ee 2 Unlike the short display ’ 
„TXT 01-10-90 09:37a f i 
TXT 01-10-50 10:31p the long display lists each 


file on a sepantte row, 


DOCc2 . 
Drivers School Meeting Letter TRAVEL . 
Editing Book Chap CHAP2 . 
ELECTION . TXT 
Fornatting Lines and Paragraph Book Chap CHAP4 . 
Fornatting Pages Book Chap CHAPS 
Getting Started Book Chap CHAPI . 
HYPHEN .TXT 01-10-90 03:25p 


1 Retrieve; 2 Delete: 3 MovezRenane: 4 Print: 5 Short-Long Display: 
6 Look; ? Other Directory: 8 Copy: 9 Find: N Nane Search: 6 


Each row’s right half shows the same information found in the short display. The 
left half of each row, however, includes information from the document summary 
(covered later in this chapter), including the first 30 characters of the descriptive 
name as well as the file type—provided that the file has a document summary 
containing these two items. The files are listed in alphabetical order by their long 
descriptive file names. When descriptive file names are not available, the files are 
listed by their short file names. 


Note: You can customize the program to display long file names permanently in 
the List Files screen by using the Environment option on the Setup menu. 


Look 


The Look (6) option on the List Files menu displays the highlighted file without 
retrieving it to the editing screen. Note that this option is the default menu choice. 
You don’t have to select Look (6) to display a file (although you can if you want): 
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you can just press Enter. Use Look to examine a number of files quickly—for 
example, if you forget which file you need to edit. 


Œ> Double-clicking the left mouse button on a file name in the List Files screen 
causes the file to be displayed, as if you had highlighted the file and chosen 
Look (6). 


File” C°SUPS1\BOOYNHABMONY . LTR UPS 1 Revised: 01-15-90 09:49 


nc. Biodynamic Gardening Mecting Letter Created: 01-15-90 09:45 


The file name is displayed 
at the top of the screen. If 
you have created a 

This conference marks the first of its kind in the Miduvest. If you're new to document Summary for the 


blodynanic gardening, you’1] have a rare opportunity to learn fron the P g 7 
. 1f you're an experienced biodymic gardener, you'll be able to file. that information is 

aingle and suap secrets with fellow enthusiasts. Mew Harmony, once the site j 

of two utopian and agrarian comsunities in the early nineteenth century, is dis la ed 

an ideal cetting for our conference. You’ll find a aap in the registration p y z 

packet to help you find your way here. Driving tine fron Chicago is roughly 

S 1/2 hours. 


Look Doc Suaa: 1 Next; 2 Prev: 3 Look at text: 4 Print Sumi: S Save to File: 0 


You can use the up- and down-arrow keys to move the cursor through the file. You 
cannot edit the file. The Look option also continuously displays or scrolls each 
succeeding line of the document if you press S. Pressing S a second time stops the 
scrolling. Press Exit (F7) or Enter to cancel the Look option. 


File CoNWPLINBOOUKNELECTION. TXT Revised: 01-06-90 04:30; 


Election Poll 


Block x Decided % Undecided Nct Home Voting Site 


= - $B nae 
1 49 House 

Kingsley 49 36 15 High School When you select Look 

Haverford Nn z3 49 High School 


(6) for a file that doesn’t 
have a document 
summary, WordPerfect 
displays the Look menu 
at the bottom of the 
screen. 


Lock: 1 Mext Doc: Z Prew Doc: 0 


Selecting Next Doc (1) or PgDn moves the cursor to the first page of the next file in 
the file list. Selecting Prev Doc (2) or PgUp moves the cursor to the first page of the 
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preceding file in the list. Use these options to scan quickly the document 
summaries and first pages of a list of files. 


When a document is displayed with Look (6), you can use Forward Search (F2) or 
Backward Search (Shift-F2) to search for text. You cannot, however, search for text 
in headers, footers, or footnotes. 


Other Directory 


Use the Other Directory (7) option on the List Files menu to change the default 
directory. Follow these steps: 


1. Select Other Directory (7) from the List Files menu. 

WordPerfect displays in the lower left corner of the screen the message 
New directory = followed by the name of either the default 
directory or any directory you highlighted before starting this 
operation. 

Type the name of the directory you want to make the default, or press 
(Enter) to use the currently listed directory as the default. 
WordPerfect displays Dir with the file specification for all the files in 
the selected directory—for example, Dir C:\WP51\LEARN\*.*. 


3. Press (~Enter) to change to the new directory and display its listing. 


N 


If you decide that you don't want to change directories, press Cancel (F1) before 
pressing Enter the second time. 


You can edit both the New directory = and the Dir messages. You can 
thereby change directly to any directory on your hard disk. 


In addition, you can create a new directory by selecting Other Directory (7) and 
entering a unique name. For example, if you enter c:\wp51\essays, WordPerfect 
displays the prompt Create c:\wp51\essays? No (Yes). Select Yes to 
create a new subdirectory called ESSAYS, or select No if that isn’t what you want. 


You also can use List (F5) to change the default directory or create directories from 
the editing screen. Press List (F5) and then type an equal sign (=). WordPerfect 
responds the same way as in the List Files screen. 


If you want only to examine the contents of a directory without making it the 
default directory, simply highlight the directory name and press Enter twice. 
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Find 


With the Find (9) option on the List Files menu, you can search for certain file 
names, or you can search through one or more files in the file list for a word or 
phrase without retrieving the files into WordPerfect. You can, for instance, determine 


which documents are about a certain subject by searching for a word or phrase 
related to that subject. 


W1 15-90 12:03p Directory C:\UPSINBOORN » . > 
! xcunent size 0O Free 1,028,096 Used: 130.133 
| Current Dir? o EE Parent <Dir> 

APPEAR .1XT 2,930 01-15-90 11:49a | BIBLIO .TXT 1,208 01-15-90 11:46a 

BLOCK .TXT 1,397 01-10-90 09:37a | ERAIN .TXT 714 01-10-90 10:31p 

BUS IMESS . png 721 01-15-90 11:55a | CASE .TXT 919 01-11-90 02:S6a 

CENTER .TXT 434 01-04-90 09:44p | CHAPL 23,731 01-15-90 09:50a 

1,736 01-15-90 09:51a | CHAP3 1,736 01-15-90 09:S2a 

CHAP4 á. 1,736 01-15-90 09:S2a | CHAPS. 1.736 01-15-90 09:S3a 

CHARACTR.DOC 42,223 11-06-89 12:00p | DESCRIBE.TXT 1,736 01-15-90 09:40a 

poz. 842 01-10-90 09:39a | ELECTION.TXT 1,156 01-03-90 04:30p 

HARMOMY .LTR 1,601 01-15-90 09:49a | HYPHEN .TXT 802 01-10-30 03:25p 

INDENT .TXT 1,041 01-10-90 03:S6p | JUSTIFY .TXT 1,141 12-13-89 09:28p 

MOTES . 885 12-13-89 10:01a : 843 12-13-89 10:00a i 

SEARCH .TXT 1,043 01-11-90 02:5ia | SIZE .1™T 1,75? 12-13-89 08:2Sp To start a search, select 
STYLES .TXT 6,229 01-10-90 09:03p | TABS .IXT 2,419 12-13-89 09:00p , : 

TEST DOC S60 12-11-89 11:16a | TRAVEL .LTR 23.731 01-15-90 09:47a Find (9) to display the 


Find menu at the bottom 


of the screen. 
Find: 1 Mame: 2 Doc Summary: 3 First Pg; 4 Entire Doc: 5 Conditions: 6 Undo: 0 


You can choose from the following options on the Find menu: 


Select Name (1) to locate a file or group of files in the list by searching 
for letter patterns that are part of the file name. 


Select options 2, 3, and 4 to search through one or more files in the file 
list for a particular word, word pattern, phrase, or logical expression. 
Doc Summury (2) restricts the search to only the document summaries. 
First Pg (3) restricts the search to each document's first page. Entire 
Doc (4) searches each document entirely. 


Select Conditions (5) to access additional options for limiting the scope 
of a search and specifying multiple search criteria. 

e Select Undo (6) to reverse the results of the last search. You can undo 
up to three levels of searches with this option. 
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Searching for Specific File Names 


Use the first option on the Find menu, Name (1), to locate a file or group of files in 
the list by searching for letter patterns that are part of the file name. WordPerfect 
searches the entire displayed list of file names regardless of the position of the 
highlight bar. WordPerfect displays the total number of files to be searched and a 
running tally of the number of files it has searched. When the search is finished, 
WordPerfect displays a new file list showing only the files that contain the search 
string. 


To locate a file or group of files with Name (1), follow these steps: 


1. Press (F5) (List) and then press (“Enter). 

i) Access the File pull-down menu, select List Files, and press 
(Enter). 

2. Select Find (9) from the List Files menu. 

3. Select Name (1). 
WordPerfect displays the prompt Word pattern:. 

4, Enter a pattern of characters that is common in all the file names you 
want displayed. For example, to search for file names that contain the 
letters chap, type chap and press (Enter). 


J1-1%-90 12: 0Up Directory CSUPSINBUUKN., e 
Docunent size: Feee: 1.021.952 Used 40,62 


Parent Oir? When you specify chap 


01 1% 90 09:%0a CHAPZ > 1,736 01-15-90 09:51a 
1,736 01-15-90 69:52a | ŒHAP4 . 1,736 01-15-90 09:52a as the search string, 


1,736 01-15-99 09:53a 

WordPerfect finds such 
file names as CHAP1, 
CHAP2, and CHAP3. The 
upper right corner of the 
List Files screen shows 
the number of files 
found. 


1 Retrieve; 2 Delete: 3 Move/Renane: 4 Print; er Display: 
6 Look: 7 Other Directory: 8 Copy: 9 Find: N Mane Search 
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An alternative method to using Name (1) to locate particular file names is to use a 
specific file specification other than the default *.*. To give a specific file 
specification, follow these steps: 


1. Press {F5} to activate the List command. 
C.: Access the File pull-down menu and select List Files. 

2. When the file specification appears, move the cursor to the end of it and 
replace the *.* with a more specific specification. For example, to find all 


files that end with the extension LTR, type c:\wp51\book\*.ltr and 
then press (“Enter). 


21% SO 12° Ofp Directory C:\UPo1NBO0K\e . LTR 


0 Frer 1,024,000 Used 26,57 Files 


<Dir> -- Parent @Mir> 
y: 1.801 01-15-90 09:49a | PARK LTR 8643 12-13-89 10:00a 
TRAVEL .LTR 23,731 01-15-90 09:47a 


The List Files screen 
appears, displaying 
only files with names 
ending in LTR. 


1 Retrieve: 2 Delete: 3 MovesRenane: 4 Print: 5 apie i 
b Look: 7 Other Directory: 8 Copy: 9 Find: M Mame Search 


Searching for Specific Words or Phrases 


You can use the Find (9) option on the List Files menu to search for a word or 
phrase in one or more files in the file list without retrieving those files into 
WordPerfect. To search a list of files for a specific word or phrase, follow these steps: 


1. Press {F5} (List) and then press Enter). 
© Access the File pull-down menu, select List Files, and press Enter). 
2. Select Find (9) from the List Files menu. 
3. Select one of the following options: 
Doc Summary (2) Searches only the document summary in each file 
First Pg (3) Searches only the first page of each document 


Entire Doc (4) Searches an entire file 
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After you select an option, WordPerfect displays the Word pattern: 
prompt. 
4. Type the word or phrase for which you are looking; then press 


“Enter. 


WordPerfect displays the total number of files to be searched and a running tally of 
the number of files it has searched. When the search is finished, WordPerfect 
displays a new file list showing only the files that contain the targeted word or 
phrase. The upper right comer of the List Files screen shows the number of files 


found. 


You can use the Look option to examine each file in turn by either pressing Enter 
or selecting Look (6). Or you can retrieve each file individually into WordPerfect 
by selecting Retrieve (1). To return to the same List Files screen, press List (F5) 
twice. 


When WordPerfect prompts you to enter a word pattern, you can enter an exact 
word or phrase, or you can use special wild-card characters and logical operators 
to make your search more general. A question mark (?) represents a single 
character, and an asterisk (°) represents any number of characters up to a hard 
return. Here are some examples of allowable word patterns: 


Pattern Entered WordPerfect Finds 


duck Files that contain the word duck 

d?ck Files that contain duck, deck, Dick, or dock 

d°*k Files that contain duck, damask, and Derek 

ducks can Files that contain such phrases as ducks can waddle 
and ducks cannot stand on their beads 

ducks*can Files that contain such text as Ducks bave adapted to 


many environments. They can 

Files that contain both the word ducks and the word 
geese 

Files that contain either the word ducks or the word 
geese 


ducks;geese 


ducks,geese 


Uppercase and lowercase letters are treated the same. In this respect, the Find 
option differs from WordPerfect’s Forward Search (F2) and Backward Search 
(Shift-F2) features, which match capitalized letters in a search string. If you enter 
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Duck, neither Forward Search nor Backward Search will stop at duck, but Find will 
mark files that contain either duck or Duck. 


Specifying Other Conditions 


You can use the Conditions (5) option from the Find menu for even more flexible 
search options. To use Conditions (5), follow these steps: 
1. Press (F5) (List) and then press ‘“Enter). 


Co Access the File pull-down menu, select List Files, and press (Enter). 
2. Select Find (9) from the List Files menu. 
3. Select Conditions (5). 


Find: Conditions 


1 - Perforn Search 
2 - Reset Conditions 
3J- 


Revision Date - Fron 
To 


4. On the Find: Conditions 
screen, select from 
among the options to 
specify the search 
criteria you want. 


5. Select Perform Search (1) to start the search. 
The Find: Conditions screen offers the following options: 


e Select Reset Conditions (2) to retum all search conditions to 
WordPerfect's default values. 


e Select Revision Date (3) to search files created within a specified range 
of dates. You can enter dates in single-digit form; for example, 9/2/88 is 
the same as 09/02/88. Or you can leave part of the date blank; for 
example, to search all files created in October, 1988, enter 10//88. 

e Select Text (4) and then enter one or more word patterns next to the 
sections of the documents you want to search: Document Summary, First 
Page, and Entire Document. WordPerfect searches for the word 
pattern(s) in the sections of the documents you indicate. 
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e Select Document Summary (5) and then enter one or more word 
patterns next to the document summary data lines you want to search: 
Creation Date, Document Name, Document Type, Author, Typist, 
Subject, Account, Keywords, and Abstract. The word pattern you enter 
in the Document Summary line will be the object of the search 
throughout the entire document summary. Word patterns entered on 
the other lines are searched for only in those specific lines. 


When the search is completed, WordPerfect displays a file list containing only 


those files that match the search conditions. 


Marking Files 


To perform certain List Files operations on more than one file at a time, use file 
marking. On the List Files screen, you mark any files you want to handle as a 
group. Then you perform an operation, such as delete or print, on all the marked 


files simultaneously. 


To mark files, follow these steps: 


1. Press (F5) (List) and then press (“Enter). 
(33 Access the File pull-down menu, select List Files, and press 
2. Move the highlight bar to the first file you want to mark, and then 
press [* ) (the asterisk key). 


Directory C:\UPSINBUUKNe. © 
Free: 1,011,712 Used 30,075 


01-15-90 12:09p 
H Marked: z 


Parent <Dir> 


APPEAR .TXT 2,998 01-15-90 11:49 | BIBLIO .YXT 1,208 01-15-90 11:46a 
H BRAIN TXT 714 01-10-90 10:3ip 

CASE T 319 01-11-90 02: 
AF 01-15-90 09:50a 

01-15-90 09:57 

ile : 29 UF: xP 
DESCRIBE. TXT 09:40a 
DOC2Z a A 04:30p 
HARMONY .LTR : H TXT 01-10-99 03:25p 
INDENT .TXT 1,041 01-10-90 03:56p | JUSTIFY .TXT 1,141 12-13-09 09:2p 
NOTES 3 88S 12-13-89 10:01a | PARK LTR 843 12-13-89 10:00a 
SEARCH .IXT 1,843 01-11-90 02:Sia | SIZE TXT 1,75? 12-13-89 08:2Sp 
STYLES .TXT 8,223 01-10-90 09:03 TABS TXT 2.419 12-13-89 09:00p 


P 
S68 12-11-89 11:16a 01-15-30 09:47a 


-bOC 


1 Retrieve: Z Delete: 3 MovesRenane: 4 Print: 5 Short/Long Display: 
6 Look: ? Other Directory: 6 Copy: 9 Find: MN Mame Search: 6 


WordPerfect puts a bold 
asterisk (*) next to the 
highlighted file name 
and then moves the 
highlight bar automati- 
cally to the next file 

| name in the list. 
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3. Move the highlight bar to each file name you want to include, and mark 
it with an asterisk (°). 


If you want to mark all the files in the list, press Home and then the asterisk (°), or 
press Mark Text (Alt-F5). To unmark all marked files, use the same keys—press 
Home and then the asterisk (°), or press Mark Text (Alt-F5). 


You can perform the following List Files operations on a number of marked files 
simultaneously: 


Delete (2) 

Move (3) (but not Rename) 

Print (4) (on the currently selected printer) 
Copy (8) (to a different drive or directory) 
Find (9) 


Using Document Summaries 


With WordPerfect, you can place a document summary box at the beginning of a file 
before you save the document to disk. Use the Document Summary feature to display 
a descriptive document name, the dates the document was created and revised, the 
author's name, the typists name, and other information that may help you identify 
the document and its contents. You can view document summaries on-screen, but 
they are not printed with documents. 


Entering Document Summary Information 


You can create and edit a document summary from anywhere in the document. To 
create a document summary, follow these steps: 


1. Display the document. 
Press Shift] F8) to activate the Format command, and select Document (3). 


C> Access the Layout pull-down menu and select Document. 
3. From the Format: Document menu, select Summary (5). 


N 
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Revision Date 01-15-90 12:20p 
Creation Date 01-15-90 12:20p 


2 - Document Nance 
Docurent Type 


3 - futhor 
Typist 


4 - Subject 
S - Account 
6 - Keywords 
7 - Abstract 


Selection: 0 


(Retrieve to capture: Del to renove sunnary) 


me nn = ete eee a 


A screen for creating the 
summary is displayed. 


If you have previously 
saved the file, Word- 
Perfect automatically 
enters the dates the file 
was created and revised. 
If you have not saved 
the file, the dates are 
added when you save 
the document. 


4. Select each of the options in turn, type the requested information, and 


You can enter the document type, the names of the author and the typist, the 
subject, the account, and any keywords. For the abstract, type a summary of the 


document. 


Docunent Surmnary 
Revision Date 


1 - Creation Date 


2 - Docunent Nanc 
Docurent Type 


3 - Author 
Typist 


4 - Subject 
5 - Account 
6 - Keywords 
7 — Abstract 


Selection: 0 


5. Press (EZ) (Exit) to return to the document. 


01-15-90 12:20p 
01-15-90 12:20p 


Election Poll, 1990 
Table 


Chuck Stewart 


Election Poll: Block x Decided x Undecided Mot 
Hone Voting Site: Rosslyn 42 
School; Prinrose 23 
Kingsley 49 36 1S 

7 23 40 High School: 


(Retrieve to capture: Del to renove summary) 


As an alternative to 
typing the abstract, 
position the cursor at 
the bottom of the 
Document Summary 
screen and press 
ʻeShift) F10). Then select 
Yes to retrieve as the 
abstract the first 400 
characters of the 
document. 
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Displaying a Document Summary 
To look at a document summary, follow these steps: 


1. Press £5) (List) and then press ~Enter). 
T Access the File pull-down menu, select List Files, and press Enter). 


2. Move the highlight bar to the document whose summary you want to 
see. 


3. Select Look (6). 


ile | «6CONWPSINBOOVNELECTION TAT Revised: 01-15-90 12:23p 


nme Election Poll, 1990 Created: 01-15-90 12:20p 


The document summary is 
displayed with a menu at 


a eee the bottom of the screen. Up 
stract 
etia Polls Bock x iia % tasecided Not Nose Uiting Site: a to 400 characters of the 
33 42 ZS High School; Primrose 29 31 40 Field House: , 
Kingsiey 49 36 15 High School: Haverford 37 23 40 High document are displayed 
School: 
under the heading 
Abstract. 


Look Doc Suan: 1 Next: 2 Prev: 3 Look at text: 4 Print Suan: 5 Save to File: 0 


The first and second options on the menu at the bottom of the screen let you view 
the next document or the previous document, respectively. From this menu, you also 
can choose Look at text (3) or press the down-arrow key to view the text as it 
appears on the editing screen, without the document summary information. You can 
choose Print Summ (4) to print the document summary, or Save to File (5) to save 
the document summary to a file. 


Note: You can customize the Document Summary feature through the Environment 
option on the Setup menu. You can choose, for instance, to have WordPerfect 
prompt you to enter summary information the first time you save a document. 


l Summary 


a aa =- Se cee 


Summary 


This chapter showed you how to manipulate files and directories with 
WordPerfect's List Files feature. You learned what types of information are 
displayed on the List Files screen, and how to use the List Files menu to perform 
such operations as retrieving a file, deleting a file, and moving or renaming a file. 
You learned also how to use WordPerfect’s Document Summary feature to keep 
track of your files’ contents. In the next chapter, you will learn the basics of 
creating a macro—a series of prerecorded keystrokes that can save you time in 
performing repetitive tasks. 
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Creating a library of macros 


Chapter 9: Creating Macros 


If you perform any task repeatedly, even one as simple as deleting a line, you can do 
it more quickly with a macro. Macros can automate simple tasks, such as typing 
Sincerely yours and your name. Macros can also perform complex operations that 
include both text and WordPerfect commands. After you create a macro, you press 


only one or two keystrokes to do almost instantly what would otherwise require 
many keystrokes. 


You can create three types of macros. The first type you give Alt-letter names, such 
as Alt-C for a macro that centers text. Because only 26 letters are available for naming 
these macros, you should create this type for macros you use often. The second type 
you assign descriptive names, such as MEMO for a macro that enters a memo 
heading. You can create an unlimited number of this type of macro. The third type of 
macro is unnamed. If you have a repetitive task to perform that you aren't likely to 
do again later, you can create this type of macro. You can have only one unnamed 


macro at a time. As soon as you create an unnamed macro, that macro replaces any 
existing one. 


This chapter shows you how to create and run all three types of macros. At the end 


of the chapter are step-by-step instructions for creating some macros you can include 
in your own macro library. 


Z IIo 


Key Terms in This Chapter 
Macro A series of prerecorded keystrokes assigned to a single 
key or key combination. Macros greatly relieve the 
tedium of repetitive typing. 

Alt-letter macro A macro you store on disk, which has a name that 
consists of the Alt key plus a letter from A to Z. You can 
use an Alt-letter macro in any session of WordPerfect 
simply by pressing the macro's Alt-letter name. 


Descriptive macro A macro you store on disk, which has a name of one to 


eight characters. You can use a descriptive macro by 


issuing a special Macro command and entering the 
macro's descriptive name. 


Unnamed macro A macro that works as you have defined it until you 
create another unnamed macro. Each unnamed macro 
you create replaces the preceding one. 
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me ee ee ee oe  o -e 


Macro editor A utility that enables you to modify a macro without 


recording it again. 


A macro that pauses and waits for the user to type 
information. 


SS 


Note: In a macro, you cannot use the mouse to position the cursor or highlight text 
as a block. You can, however, use the mouse and pull-down menus to define a 
macro; the commands will be stored in the macro as normal keystrokes. 


Interactive macro 


Using Alt-Letter and Descriptive Macros 


You can create two kinds of macros that can be stored on disk and used in any 
WordPerfect session: Alt-letter macros and descriptive macros. An Alt-letter macro 
has a name that consists of the Alt key plus a letter from A to Z—tor example, 
Alt-K or Alt-X. A descriptive macro has a name of one to eight characters—tfor 
example, TABS or MARGINS. 


Alt-letter macros are simpler to create and use. Choose Alt-letter names, therefore, 
for the macros you intend to use most often. Be sure to use macro names that will 
remind you of what your macros do; for instance, you might use the name Alt-C 
for a macro that centers text. 


These two kinds of macros are saved to disk in a file with the macro name you've 
specified and the extension WPM—for example, ALTA.WPM or LTRHEAD.WPM. 
You don't have to provide the WPM extension for either of these two kinds of 


macros. 


Note: When you create Alt-letter and descriptive macros, they are stored 
automatically in the \WP51 directory indicated on the Location of Files screen, 
which is accessed through the Setup menu. As you build your macro library, you 
will want to store your macros in their own directory rather than in the directory 
with your program files. To save your macros in their own directory, you can 
create a directory such as \WP51\MACROS and indicate that directory on the 
Location of Files screen. 
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Creating an Alt-Letter or Descriptive Macro 


When you create a macro, you enter into the current document the keystrokes and 
commands you want the macro to “play back” when you run it. When you create a 
macro to change your tab settings, for example, you also change the tab settings at 
the cursor position in the current document. So that these macro keystrokes and 
commands do not interfere with any of your permanent files, you should save any 
document you are working on and clear the screen before you practice with macros. 
If you need some text for the macro to work on, you can type a few lines. 


Suppose that you want to create a macro which inserts your return address, and you 


want to position each line of the address flush with the right margin. To create an 
Alt-letter or descriptive macro, follow these steps: 


1. Press (Ctri)[F10) to activate the Macro Define command. 


[33 Access the Tools pull- 
down menu, select 
Macro, and choose 
Macro > 


Date Code 


Date Fornat 


Out line > 
Paragraph Nunber 


The screen displays the following prompt: 
Define macro: 


2. Type the name of the macro. 


For an Alt-letter macro, press and hold down the Alt key and then press 
a letter from A to Z. 


For a descriptive macro, 
type one to eight characters 
| Cetters or numbers) and 

| press (“Enter). For the 

| return-address macro, type 

| ad and press (Enter). 
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Introduction 


Getting 


The screen displays this prompt: Started 


Description: 

3. Type a short description of what the macro does; then press ‘“Enter). 
You can use any description, up to 39 characters, that will help remind 
you of the macro’s commands. You should always provide a description 
of the macro. The description is the only part of the macro file that you "ERE 


! 

Editing 
can see when you use the Look option from the List Files menu. tines tinct 

| 

i 

! 

| 


Working 
with Blocks 


l Pamgraphs 
For this example, type 
Return address, flush 
right as the description 
Description:| Return address, flush right| and press Enter). 


Fonuatting 
Pages 


Prootreading 


Macro Def blinks at the bottom of the screen. This message tells you 
that the program is recording your keystrokes. 

4. Type the keystrokes you want to record for the macro. Be sure to type 
them in the exact order in which you want them played back when 
you run the macro. 

For the return-address macro, press (Alt).£6) to activate the Flush Right 
command; or access the Layout pull-down menu, select Align, and Senne 
choose Flush Right. Documents 


Punung 


Managing 
Files 


A = 
i Go 


t 
"A 
vE. 


k 
-=-= 


1010 Rose fvenue Type 1010 Rose Avenue (or Sorting and 
the first line of your actual 


address) and press ~Enter). Using 


. P ; Columns 
Press (Alt) F6) again; or 
access the Layout pull- Creating 
down menu, choose Align, Tables 
and select Flush Right. 
Referencing 


Type Gabe, CA 90505 (or 
your actual city, state, and 
Doc 1 Pg 1 Ln 1.33" Pos 1” ZIP code). 


Creating 
Graphics 


Appendix A 
Press Enter) to position the cursor one line below the return address. 
5. When you finish recording all the keystrokes for the macro, press 
CtrlF10) (Macro Define) again. mans 
Access the Tools pull-down menu, select Macro, and choose 
Define. 
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Running an Alt-Letter or Descriptive Macro 


When you run (play back) an Alt-letter or descriptive macro, the steps vary 
depending on which type of name you have assigned to the macro. 


To run an Alt-letter macro you have created, simply press the Alt-letter key 
combination. If, for example, you have created an Alt-C macro to center a line of 


text, you invoke the macro by pressing and holding down the Alt key while pressing 
the letter C. 


To run a descriptive macro you have created, follow these steps: 


1. Press (AIt) F10) to activate the Macro command. 


O Access the Tools pull-down menu, select Macro, and choose 
Execute. 


2. Type the name of the macro (one to eight characters). For example, to 
run the return-address macro, type ad. 


3. Press Enter]. 


Notice that the command to run a descriptive macro—Macro (Alt-F10)— is different 
from the command to create a macro—Macro Define (Ctrl-F10). If you press Macro 
Define (Ctrl-F10) by mistake, you can press Cancel (F1). | 


Using Unnamed Macros 


An unnamed macro works only until you create another one. You can have just one 
unnamed macro at a time because each unnamed macro you create replaces the 
preceding one. An unnamed macro can be useful, for instance, when you have a 
long or complicated name or title you must type repeatedly in a particular document. 


An unnamed macro is preserved from one session to another. If you create an 
unnamed macro that types your name, for example, and then you exit WordPerfect 


before creating another unnamed macro, you still can use that unnamed macro the 
next time you use WordPerfect. 


-e m 
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Creating an Unnamed Macro 


Using Unnamed Macros 


You create an unnamed macro just as you create a descriptive macro, but instead 


of entering a macro name of one to eight characters and pressing Enter, you just 
press Enter. 


Suppose, for example, that you want to create an unnamed macro that provides 
title of an article—“Selma Stanislavsky and Modern Russian Theater"—which 
appears a number of times in your document. To create an unnamed macro, foll 
these steps: 


1. Press (Ctri)(Fi0) to activate the Macro Define command. 
`o Access the Tools pull-down menu, select Macro, and choose 
Define. 
2. When the screen displays the prompt Define macro:, don't enter a 
name. Instead, press (Enter). 
WordPerfect automatically assigns the file name WP(WP).WPM to the 
macro. 
Notice that you are not prompted for a description when you create an 
unnamed macro. The screen displays the blinking message Macro 
Def. 
3. Type the keystrokes you want to record in the unnamed macro. For 
example, type the following: 
"Selma Stanislavsky and Modern Russian Theater" 
4. Press (Ctri)(Fi0) (Macro Define) to end the macro definition. 
‘J Access the Tools pull-down menu, select Macro, and choose 
Define. 


Running an Unnamed Macro 


Running an unnamed macro is a simple two-step procedure: 


1. Press (AIt)(F10) to activate the Macro command. 
iJ Access the Tools pull-down menu, select Macro, and choose 
Execute. 
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Three interesting articles to read are “Elizabeth Deter’s 
to 


Theory of Creative Writing,” “Mary Anne Ericson’s 
Spiritual Counseling,” and 


2. Atthe Macro: 
prompt, press 


(Enter). 
Three interesting articles to read are “Elizabeth Deter’s Notice that after you run the 
Theory of Creative Writing,” "Mary Anne Ericson’s Approach to 
ee Counseling,” “Selma Stanislavsky and Modern Russian unnamed macro, you need 


to add punctuation (a final 
period) to the sentence. 
Although you could include 
the punctuation in the 
macro, you probably would 
not want to do that because 
the punctuation throughout 
the document may vary. 


If you run an unnamed macro and it doesn’t do what you expected, try creating 
another unnamed macro. The new unnamed macro will replace the existing one. 


Stopping Macros 


You use Cancel (F1) in many cases to “back out” of a process you started. You can 
use this key also to back out of a definition you are creating for a macro or to stop a 
macro in progress. 


{= Ona two-button mouse, holding down one button while clicking the other 
button is the same as pressing Cancel (F1). On a three-button mouse, 
clicking the middle button is the same as pressing Cancel (F1). 
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Replacing Macros 


| Introduction 
e | Getting 
Backing Out of a Macro Definition | Started 
Before you name a macro, you can back out of a macro definition. If you start to | Editing 
create a macro by using Macro Define (Ctrl-F10) and have not yet named it, | 
pressing Cancel (F1) cancels the macro definition and returns you to the document. | ae ” 
P wi R 
j 
After you name a macro, you cannot cancel it, but you can end the macro P 
definition either by pressing Macro Define (Ctrl-F10) or by accessing the Tools pull- | je ang’ 
down menu, selecting Macro, and choosing Define. Although the macro still is | Paragraphs 
created with the name you assigned it, you can then delete, rename, replace, or 
edit the macro. j; Eoin 
| Pages 
i 
Stopping a Macro in Progress | Proofreading 
i 
You can stop a macro while it is running by pressing Cancel (F1). If, for example, | Panting 
the macro is not doing what you expected, just press Cancel (F1). | 
t Managing 
After you cancel a macro, press Reveal Codes (Alt-F3, or F11 on an Enhanced p 
Keyboard) to check the document for any unwanted codes. An incomplete macro prann 
can create codes you don’t want in the document. | | Macros 
Merging 
. Documents 
Replacing Macros 
Sorting und 


Imperfect macros, fortunately, are replaced easily. You may want to replace a Selecting 
macro for any of several reasons: 


e You get an error message when you run the macro. 
e The macro finishes but does not do what you want. ee 


e You change your mind about exactly what you want the macro to do. Tables 
You can change what an Alt-letter or descriptive macro does in either of two ways: Referencing 
e Replace the macro. Creating 
. G r hi e 
e Edit the macro. — 
When you replace a macro, you retain the macro name but create from scratch the Appendix A 
description and contents of the macro. When you edit a macro, you use anaien 
i IPCNAIA 
WordPerfect’s macro editor to revise only the parts of the macro you want to i 
change. dex 
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To replace a macro, follow these steps: 


1. Press (Ctr) FiO) to activate the Macro Define command. 
C.. Access the Tools pull-down menu, select Macro, and choose Define. 


2. Enter the name of the 
| preceding version of 

| the macro. For this 
example, type ad and 


Bef ine siaii press (~Enter). 


The program asks 
whether you want to 
Replace (1) the named 
macro, Edit (2) it, or 

| simply change its 

ADUM Already Exists:[1 Replace: 2 EAIt: 3 Description: 0 | | Description (3). 


3. Select Replace (1). 
4. At the prompt to confirm the replacement, select Yes. 


From this point in the procedure, replacing a macro is exactly the same 
as creating a macro from scratch. 


5. Enter a description of the macro and press (Enter). 
. Type the keystrokes you want the macro to record. 
7. Press Ctri).F10) (Macro Define) to end the macro definition. 
Access the Tools pull-down menu, select Macro, and choose Define. 


CN 


Remember that the procedure is exactly like creating a macro for the first time, 
except that you are prompted to replace the macro, edit it, or change the description. 
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Editing Macros 


If you need to change an Alt-letter or descriptive macro you have created, you can 


Start from scratch and create a revised macro with the Replace option. An 
alternative method is to edit the macro with WordPerfect's macro editor. 


Note that within the macro editor, you can use the Enter key to rearrange the 


commands and text on-screen. Pressing Enter does not insert an {Enter} command. 


To insert an {Enter} command, you must first press Ctrl-V and then press Enter. 


Suppose, for example, that you want to edit the AD macro so that it supplies and 


centers a new return address and the current date. To edit a macro with the macro 


editor, follow these steps: 


1. Press (Ctri} F10) to activate the Macro Define command. 
(>) Access the Tools pull-down menu, select Macro, and choose 
Define. | 
2. Enter the name of the preceding version of the macro and press 
(Enter). In this case, type ad and press (Enter). 
The program asks whether you want to Replace (1) the named macro, 
Edit (2) it, or change its Description (3). 


3. If you want to change 
the macro's 
description, select 
Description (3), edit 
the description, and 
press “Enter). 

For this example, edit 
the description so 
that it states Return 
address and date, 


Description: centered. 


Or, if you want to retain the existing description, just select Edit (2). 


tv 


a_l ———————__——————_—ĖŽ 


Intnaxtuction 


Getting 
Started 


Editing 


Working 
with Blocks 


Formutting 
Lines and 
Paragraphs 


Farnutunas 
Paces 


Prontneading 


Pearce 


Af serigsings 
Miles 


Merpingy 
Documents 


Soning and 
Selecting 


Using 
Columns 


Creating 
Tables 


Referencing 


Creating 
Graphics 


Appendin A 


Appendix 83 


Index 


Chapter 9: Creating Macros 


IN 
IN 


Macro: Action 


File 


Description Return eddress and date, centered 


AD .UPT 
description or selected Edit 


(DISPLAY OFF} {Flush Right}1010.Rose -Avenue{Enter} 7 
{Flush Right)Gabe, -CA - -90505 (Enter) now displays the macro 


how the AD macro appears 
in the macro editor. From 
this screen, you can easily 


to the macro. 


Ctrl-PgUp for macro comands: Press Exit when done 


4, 


Make any editing changes you want to the commands or text. For this 
example, make the changes indicated here. 


To change the address from flush right to centered, press (>) once to 
move the cursor to the first occurrence of the command {Flush Right, 
and press Del) to delete that command. With the cursor still positioned 
in the same spot, press Shift).F6) to substitute the {Center} command. 


Move the cursor to the next occurrence of (Flush Right), delete it, and 
press ©Shift) F6) to substitute {Center}. 


To substitute a new return address, move the cursor to the text 7010 
Rose Avenue, delete it, and type in its place 333 Loop Rd. 


Move the cursor to the text Gabe, CA 90505, delete it, and type in its 
place Tucson, AZ 86023 

Press >} and then press Enter) to move the cursor to the beginning of 
the third line in the macro editor. 

To add the current date, press Shift) F6) to insert the {Center} 
command that will center the date. Then press {¢Shift) F5) to enter the 
{[Date”Outline} command, and type c to specify the code for the current 
date. 

Immediately after the c you just typed, press Ctri)_V) and then press 
~Enter) to insert an {Enter} command. 

To move the cursor to a new line after you've entered the new address and 


current date, first press “Enter) to move the cursor to the fourth line of the 
macro editor. Then press Ctrl) V) and ~Enter) to add an {Enter} command. 


Whether you entered a new 
(2) in this step, WordPerfect 


editor. This screen illustrates 


make changes and additions 
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Editing 
Description Return address and date, centered 
(DISPLAY OFF){Center}333 -Loop -Rd. {Enter} i “orki 
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{Center} {(Date/Out I Ine}c (Enter) , , . with Blocks 
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AD macro on a clear 


screen, the result should e NT 


look like this. Senne 
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Creating a Macro Library 


This section provides several macros you can create in starting your own macro 
library. Here you will find the step-by-step instructions for making the following 


Referencing 


Creauny 
macros: Graphics 
e An interactive macro that creates memo headings nE A 
e A macro that changes margins 
e A macro that italicizes the preceding word Appendix 1 
Index 
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Note: For these macros, you are instructed to make menu selections by pressing the 
appropriate letter for each menu item. This is good practice when you create any 
macro because you can then edit the macro easily. 


An Interactive Macro That Creates Memo Headings 


Suppose that you want to make a macro which creates standard memo headings. The 
macro will be interactive—that is, when you run the macro, it will pause and wait for 
your entries from the keyboard. After you type each entry, you must press Enter to 
continue the macro's operation. 


Follow these steps to create a memo-headings macro: 


1. 


Press (Ctr!) F10) to activate the Macro Define command. 

C= Access the Tools pull-down menu, select Macro, and choose Define. 
Give the macro an Alt-letter name by pressing Alt) M) for memo. Or give 
the macro a descriptive name by typing MEMO and pressing ‘~Enter). 
For the macro description, type Enter memo headings and press 


~Enter). 


. Press Shift) F6) to activate the Center command. 


C Access the Layout pull-down menu, select Align, and choose Center. 


. Press F6) to activate the Bold command. 

. Type MEMORANDUM 

. Press £6) again to end boldface for the title. 

. Press ~Enter) four times to put enough blank lines between the title and 


the first heading. 


. Type TO: and press Tab*=) twice. 
. To enter a pause in the macro, press ‘Ctri) Poup), (P). and Enter). 
. Press ~Enter) twice to insert a blank line between the first and second 


headings. 


. Type FROM: and press Tabs) once. 
. To enter a pause in the macro. press (Ctrl) Poue), P), and “Enter). 
. Press “Enter} twice to insert a blank line between the second and third 


headings. 


. Type DATE: and press Tabt] once. 
16. 


Press eShift) F5) to activate the Date/Outline command; then press (C) to 
insert today’s date. 


Creating a Macro Library 
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Introduction 
eateries , i Getting 
17. Press (Enter) twice to insert a blank line between the third and fourth Started 
18. Type SUBJECT: and press (Jab*) once. oe 
19. To enter a pause in the macro, press (Ctri)PaUp). (P), and (“Enter). Working 
20. Press (~Enter) four times to insert several blank lines between the last with Blocks 
heading and the body of the memo. 
Formatting 
Lines and 


Paragraphs 
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Pages 
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Merging 


21. Press (Ctri)(Fi0) (Macro Define) to end the macro definition. pa carats 
mM Access the Tools pull-down menu, select Macro, and choose 
Define. Soning and 
Selecting 
A Macro That Changes Margins Using 
Columns 
You can create a macro to make any formatting command easier to use. Suppose, 
for example, that the default right and left margins are each 1 inch. Because you nae 
often may need to change each margin to 1 1/2 inches, you can create a macro that 
makes the changes quickly. Referencing 
To create a macro that changes the margins, follow these steps: ceing 
1. Press (Ctrl{Fi0) to activate the Macro Define command. E 
(5 Access the Tools pull-down menu, select Macro, and choose Appendix A 
Define. 
2. At the Define macro: prompt, type mar-15 and press \~Enter). PENTE 
Index 
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3. Atthe Description: prompt, type Change right and left margins to 
1.5" and press Enter). 


4. To goto the menu to edit margins, press ‘¢Shift)(E8) (Format) and then 
press (L] to select Line. 
Zz Access the Layout pull-down menu and choose Line. 

5. Press {M} to select Margins Left/Right from the full-screen menu that 
appears. 

6. Type 1.5" and press (Enter). Then type 1.5" and press (~Enter) again. 

. Press {FZ} (Exit) to retum to the editing screen. 

8. Press (Ctrl) F10) (Macro Define) to end the macro definition. 


C: Access the Tools pull-down menu, select Macro, and choose Define. 
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A Macro That Italicizes the Preceding Word 


Italicizing text in WordPerfect requires several steps. When you need to italicize just 
one word, however, you can use a macro that italicizes the last word you typed. 


Follow these steps to create a macro that italicizes the preceding word: 


1. Type Italicize the last word only 


The cursor is positioned immediately after the last word you want to 
italicize: the word only. Keep in mind that this is sample text used only 
for the purpose of creating the macro. When you use the macro, the last 
word you type will be italicized, regardless of what word that is. 


2. Press (Ctrl) F10) to activate the Macro Define command. 
> Access the Tools pull-down menu, select Macro, and choose Define. 


3. At the Define macro: prompt, press (Alt)(1) for italicize to name the 
macro. 


4. Atthe Description: prompt, type Italicize preceding word and 
press Enter). 


5. To highlight the text, press {Al t) E4) or {F12) to activate the Block 
command, and then press Ctrl) +). 


“~~ Access the Edit pull-down menu, select Block, and press (CtriJi¢). 
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Introduction 


6. To italicize the block, press (CtriJiE8) to activate the Font command, Started 
press [A] (for Appearance), and press (I) (for Italo). 
(*) Access the Font pull-down menu, select Appearance, and choose rene 
Italics. Working 


The word only is italicized. With Blocks 


7. Press (Ctr). 
8. Press (CtriJ(F10) (Macro Define) to end the macro definition. 
(3 Access the Tools pull-down menu, select Macro, and choose 
Define. 
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To use this macro, position the cursor immediately after the word you want to 
italicize. (The word can be the last word you typed or any word you've previously Proofreading 


typed.) Then press Alt-I. 
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Summary 

In this chapter, you learned the basics of creating a macro. You practiced the 
procedure by creating a retum-address macro. You learned to name macros, run 
them, and stop them while they are running. You learned how to replace a macro ee 
and how to edit one in the macro editor. Finally, you learned to create several os 
macros you can use in starting your own macro library. In the next chapter, you 
will examine WordPerfect’s Merge feature. 
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Merging Documents 


Creating primary and secondary merge files 
Merging two files to the screen or the printer 
Addressing envelopes 
Printing mailing labels 


Chapter 10: Merging Documents 


The Merge feature, frequently referred to as mail merge, is one of WordPerfect’s most 
versatile tools for increasing office productivity. You use Merge anytime you need to 
insert variable data into a fixed format. For example, you can use Merge to create 
personalized form letters from an address list, produce phone lists, address 
envelopes, print mailing labels, piece together complicated reports, or fill in forms. 


Se 


Key Terms in This Chapter 


Merge To assemble a document by inserting variable data 
into a fixed format. 


Primary merge file A skeleton document containing the fixed format into 
which pieces of data are merged. 


Secondary merge file A file containing the data (or variable information) that 
is merged into the primary merge file. The variable 
information is organized into records and fields. 


Field A unit of information that is part of a record. Each 
field contains the same type of information, such as a 


person’s name; a street address; or a city, state, and 
ZIP code. 


Record A collection of fields with related information, such as 


a line of data, a paragraph, or a name and address in 
a secondary merge file. 
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Understanding the Basics 


A merge operation requires a primary merge file, often in combination with a 
secondary merge file. The primary merge file is a skeleton document containing the 
fixed format into which pieces of data are merged. The secondary merge file contains 
data (or variable information) that is merged into the primary document. 
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Jansary 16, 1990 


Mr, Dave Acevedo 
Theatrical Prcéucticns 


| 
| 
: 
| 
| 
: 
| 
| 
| 


with Blocks 


primary merge file. 


Pr. Jaha Qaigiey WO rims? i 
ŒO rin) 1120 E. Broadway Fonnatting 
1C Se. Spracer atta Sacrezento, CA 93899 Lines and 
Dear Dave: Paragraphs 
Sinpscn Travel an3 Tours varte to help with all of ysur travel 
January 38, 1990 | Formatting 
Mr. John Quigley ' Pages 
142) So. Spencer bt. 4 
Zuclid, OH 46666 i 
Dear Jchn: i Proofreading 
Siupson Travel acd Tours wants to help with ell cf your trare; f 
plans. Whether you are going azrcss the petate, actcéa the county i 
imp rcity” or around the world, give ne a cell. I°1) grarentee you the bear ! + 
ee ee fares and the cset convenient cennecticne l anung 
aea sakan Tours wants to help with all of your trevel Enclosed is a brochure that descrites ccae cf thia ceascn'a tes? l 
= around the nth: Lie mea call. "Witmicees ply fearon travel bargains. Call ze for afditicnal detaiis ca prices art $ 
fares ami the eost cosersicat comert iom. ! Managing 
Emclored is a brochure thet describes some of this scarce’s best ? A PES 
trew l bergeias. Call oe for edditionsl detailea oe prices ead i Files 
cinis ics. ; 
These | lted f ‘rying the | 
Sincerely. ese letters resulle rom merging The | 
Ah ipen l ` cd: aroo file . | l a |  Cecatin 
sample secondary merge tile and the p renin 
CoNMPS 1NSOCIN TAWEL . Pe Boc 1 Py 1 Le 1” Pos 1” Mace ; 
f AICOS 
l 
| 


The primary merge file contains fixed text and merge codes. You place merge 
codes where you want to insert variable items into the fixed text. When a merge is 

: ; Soning and 
completed, the codes are replaced with entries from a secondary merge file or from Selecting 
the keyboard. 


, Using 
The most typical and timesaving merge uses a secondary merge file that contains Culumns 
related variable data, such as an address list. All the information relating to one 
person makes up a record. Within each record, the separate items, such as a o 
. AOICS 
person’s name or street address, are known as fields. WordPerfect inserts these 
items into the primary merge file by matching the codes in the primary and RiferencThl 
secondary merge files. 
; f Creanng 
Fields, records, and certain merge operations are controlled by merge codes. You Graphics 


must put these codes in the right places and in the right order to ensure the 


success of a merge. Appendix A 


Appendix 13 


Inder 


Chapter 10: Merging Documents 


Merging Text Files 


A text file merge combines two existing files—a primary merge file and a secondary 
merge file. Before you can execute such a merge, you must create these files. Create 


the secondary merge file first so that you know the field layout before you create the 
primary merge file. 


After you create the secondary merge file, such as an address list, you can use the 
data in that file for a number of applications. You can, for example, merge the data 


with a form letter for a mass mailing, and you can use the address data to print 
envelopes or mailing labels. 


Creating a Secondary File 


A secondary merge file, or secondary file, consists of records, each of which contains 
a number of fields. The structure must be uniform; otherwise, the merge won't work 
properly. Every record must have the same number of fields, and the fields must be 

in the same order in all records. If, for example, the first name is in the first field, but 


one record has the last name in the first field, WordPerfect will print a last name 
where the first name should be. 


Suppose that you are creating a secondary file which contains address information. 
Each record in the file will contain the same units of information (or fields). The 


following is a list of the fields in each record: 
FullName 
Company 
Street 
City 


FirstName 


When you create a secondary file, you can name each of the fields and include at the 
top of the file a list of all the field names. You include also certain codes to indicate 
where each record ends and where each field ends. 
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Introduction 


Getting 
Started 


A {FIELD NAMES} record 
| displays the names of 
each field in the | Editing 


| secondary file. | 
Working 
| Use {END FIELD} to indicate | With Blocks 


| 
| 
| 
| 


ee eee eo ee ee eee a ee eee eee ee eS SSS SSS SS SBSSSHSSSSESSSEISSESESCSESERSE 
Ms. Katherine Haley(END FIELD} 

Town Investments Company{EXD FIELD} 

S Waverly Place (END FIELD) 

New York, MY 10022(END FIELD) 

Kathy (END FIELD) 

{EO RECORD} 


SSSSSSS SS SSS SS SSS SS SSS SS SS SSS SS HSSSS SSI SS SSS SSS SSSSSSSSHSSASSSSSSSSSSOCKASELESAASss 


the end of a field and to 
' Formatting 
enter a hard retum code. | tines and 


SSSPSPSHS SSS SSSA SSS SS SSS SSS SS AS SSS SSS SSS SSS ESET SAS SSSSH ss ScESeelscssecsssesecses 


e John Quigley (D FIELD} | Paragraphs 
1423 So. Spencer St. {EMD FIELD? Use {END RECORD} to 
Euclid, OH 46666(END FIELD} wer 
} indicate the end of a | Formatting 
SSSSSSSSSSSHSSS SSA SHSSSSSSTSSHSSSSHASSSSESSSSSASHSSSESHRSASSTESESSSSSSIASSSCSSELSSESSS record and to enter a hard ; Pages 
C:\WPS1\BOOKNADDRESS . SMF Doc 1 Pg 1 Ln 1” Pos 1” 
page code. _— 
t Poootrcading 
To create the {FIELD NAMES] record for the sample secondary file, follow these steps: | Punting 
1. Clear the screen and place the cursor at the top left margin. | Mumping 
» Files 
Press (Shift) F9) to | 
activate the Merge | Creating 
/ Macros 


Codes command. ! 
The Merge Codes menu || Merging 
is displayed at the | Documents iT.: 


1 Fleld: 2 End Record: 3 Input: 4 Page Off: S Next Record: 6 More: 0 
bottom of the screen. 


Sorting and 
Selecting 
C3 Access the Tools pull- 
Using 
down menu and select Columns 
Merge Codes to display 
Date Text the Merge Codes pop- Creating 
Date Code Tables 
Date Format out menu. 
Out line > Referencing 
Paragraph Number 
Def ine ou 
Creating 
Graphics 


Merye Codes 


Appendix A 
Appendix B 


Index 
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3. Select More (6). 


The Merge Codes 
selection box appears. 


4. Highlight the {FIELD 
NAMES} code in the 
Merge Codes selection 
box. Either use the arrow 
keys to move the 
highlight bar to {FIELD 
NAMES}, or start typing 

field n (Mame Search: Enter or arrows to Exit) the words field names. 


C Move the mouse pointer to the Merge Codes selection box. Drag the 
mouse to move the highlight bar to the [FIELD NAMES} code. 
5. With the highlight bar on the {FIELD NAMES} code, press (Enter). 
C> Double-click the {FIELD NAMES} code. 


6. Atthe Enter Field 
1: prompt, type the 
name of the first field. 
For this example, 
type FullName and 

Enter Field 1:[Fu Mane | press (+ Enter). 


7. Atthe Enter Field 2: prompt, type the name of the second field. In 
this case, type Company and press Enter). 
8. If you have more fields, continue to enter their names at the prompts. 


For this example, type Street for Field 3, type City for Field 4, and type 
FirstName for Field 5. 


244 


Merging Text Files 


9. After you type the last felg name, press {-Ẹnter) at the next prompt for 


Field: FullMane 


WordPerfect inserts a 
(FIELD NAMES} record 
at the top of the 
document. 


Doc 1 Pg 2 Ln 1” Pos 1" 


To create the rest of the records for the secondary file, follow these steps: 


1 


N 


Make sure that the cursor is at the top of page 2, immediately 
following the page break. 
Type the name for the first record. For this example, type Ms. 
Katherine Haley. Do not press Enter. 
Press (F9) to activate the End Field command. WordPerfect inserts an 
{END FIELD} code and a hard return code after the name you have 
typed. 
Notice that the field name indicator in the lower left corner has 
changed to Company. Type the name of the company. In this case, 
type Town Investments Company. 
Press (F9) again. 
Type the rest of the information for the first record. Make sure that you 
press (F9) at the end of each field, including the last one. Use the 
following data: 

5 Waverly Place 

New York, NY 10022 

Kathy 


245 


——— e- - - 


Introduction 


Getting 
Started 


Fditing 


Warking 
with Blocks 


Fonmnatting 
Lines and 
Paragraphs 


Fromating 
Pages 


Proolreaclingy 
Printing 


ALMARI 
Files 


Cing 
Macros 


Soning and 
Selecting 


Using 
Columns 


Creating 
Tables 


Referencing 


Creating 
Graphics 


Appendix A 


Appendix l3 


Index 


Chapter 10: Merging Documents 


7. When you have entered all the fields for Katherine Haley’s record, press 
‘eShift)}(F9}] (Merge Codes). 


“, ; Access the Tools pull-down menu and select Merge Codes to display 
the Merge Codes pop-out menu. 


8. Select End Record (2). 


{FIELD MAMES)Ful Mane "Company Street“Cl ty TirstNane {EXD RECORD) 


Ms. Katherine Ha ley (DD FIELD) 
Toum Investnents Company{(DD FIELD) 
S Waverly Place ŒD FIELD} 
» MY 10022(D0 FIELD) 
ELD} 


An {END RECORD} code 
appears, followed by a 
hard page code. 


Ficld: FullMane Doc 1 Pg 3 Ln 1” Pos 1” 


9. Repeat Steps 2 through 8 for each of the remaining records. Make sure 
that you start each record on a separate page. Use the following data: 
Mr. Dave Acevedo 
Theatrical Productions 
1120 E. Broadway 
Sacramento, CA 95899 
Dave 
Mr. John Quigley 
{END FIELD} 
1423 So. Spencer St. 
Euclid, OH 46666 
John 


Note: If your records contain any blank fields, such as a field without an 
entry for the company name, you must acknowledge the presence of 


those fields. You do this by pressing (£9) (End Field) to insert an {END 
FIELD} code in the blank field. 
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10. When you finish entering records, press (EZ) (Exit) and give the file a 
descriptive name, such as ADDRESS.SMF. The SMF extension can 
remind you that the file is a secondary merge file. 


Creating a Primary File 


A primary merge file, or primary file, contains fixed text and merge codes. Each 
merge code tells WordPerfect to insert a certain item from the secondary file into 
the primary file. The item is inserted at the location of the code. 


Use a {DATE} code to 
insert the current date. 


Use a (FIELD) fielcfatime~ 


{DATE} à 
code to tell WordPertect 


{FIELD} Ful IMane” 


{F IELD}Con T ” á . 
{FIELD)Street= to insert an item trom the 
{FIELD)City~ 


secondary file into the 


Dear {FIELD} FirstNane™: 
primary file at the location 


Sinpson Travel and Tours wants to help with all of your travel 
Plans. Whether you are going across the state, across the country, < 
or around the world, give ne a call. 1°11 guarantee you the best of the code. 
fares and the most convenient connections. 


Encl 's be appo 
ree Tea Benia Call a rere g a par r Use a (FIELD) /ieldname?~ 


schedules. 
jti code to prevent a blank 


Sincerely, 


Sally Oceans 
TEN an empty field exists in 
C:\UPS1NBOOKN TRAVEL . PMF Doc 1 Pg 1 Ln 1" Pos 1" 

the secondary file. 


(Wate? By splitting the screen, 
(FIELD) Ful lNane~ 
FIELD Company?” you can see the 
treet” . 
(FIELD)City” relationship between the 


Dear (FIELD)FirstHane™: two merge files. The field 


Si T l and T ts to help with all of travel e e 
C:\UPS{\BOOKMTRAVEL.PHF o PHO te Choc 1 Py 1 Ln 1.17" Fos 1" names in the primary file 


{FIELD MAMES)Ful IName Company Street City FirstManc "(END RECURD) are evident in the top half, 


SSSSSSSSSSSSSS SSH SH SH SSH SSSSSSSHSSSMSARARSSHSSSSRISSSHKSKSSETASSSSSSSSSISSSATESSSIA 


Teen fevasteanta COUPA (ene PIR and the variable data 


S Waverly Place{EMD FIELD} . . 
New York, MY 10022 (ŒD FIELD) fields in the secondary file 
Kathy (OD FIELD) ns . 

{EXD RECORD} are visible in the bottom 


SS SS SHS SS SSS SS SSS SHS SHS SS SSS SHS SS HSS SSS SHS SHSSASHSSSSSSSSSSHRSASCTSSSSSSSASSSO SEL ISIISS 


Mr. Dave Accvedo(END FIELD} half 
Theatrical Productions {EMD FIELD) dif, 
C:\MPS1\BOOK\ADDRESS . SMF Doc 2 Py 1 Ln 1" Pos 1" 
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The most commonly used code is the field name code, (FIELD}fieldname~. The 
fieldname indicates the field name of each record in the secondary file. For example, 


when you specify {FIELD}Street~, you instruct WordPerfect to enter at that particular 
location the information found in the Street field. 


If a record contains a blank field followed by a hard return, the empty field will be 
printed as a blank line. To prevent a blank line from appearing, add a question mark 
after the field name. For example, you might use the code {[FIELD]}Company?~ in your 


primary file because some records in your secondary file are missing a company 
name. 


Make sure that you correctly enter the field names in the primary file. Each field 


name must match the appropriate field in the secondary file; otherwise, an incorrect 
item will be merged. 


To create the primary file, follow these steps: 


1. Position the cursor at the place in the document where you want the 
current date entered. 


2. Press Shift) F9) to activate the Merge Codes command, and select More (6). 


L- Access the Tools pull-down menu, select Merge Codes, and choose 
More. 


The Merge Codes selection box appears. 


3. Highlight the {DATE} code in the Merge Codes selection box. Either use 
the arrow keys to move the highlight bar to {DATE}, or start typing the 
word date. 

Ù- Move the mouse pointer to the Merge Codes selection. Drag the 
mouse to move the highlight bar to the {DATE} code. 

4, With the highlight bar on {DATE}, press “Enter). 

L- Double-click on {DATE}. 
A {DATE} code appears in the document. 

5. Press “Enter} twice to skip a line and to position the cursor where you 
want to begin entering the name and address. 

6. Press Shift) F9) (Merge Codes) and select Field (1). 


i: Access the Tools pull-down menu, select Merge Codes, and choose 
Field. 


Merging Text Files 


ON SN — Sn ee eee MÁ 


7. Atthe Enter Field: 
prompt, type the name 
of the field exactly as 
you have defined it. 
For example, to enter 
the name of the first 

Enter Field4 FullMane | field, type FullName. 


8. Press ‘~Enter). | 
WordPerfect inserts a {FIELD} code followed by the name of the field 
and a tilde (~). 

9. Continue typing the sample letter, entering the ([FIELD}/ieldneame~ 
codes as they appear. Repeat Steps 6 through 8 to enter the codes. Be 
sure to add a question mark (?) when you enter the Company field. At 
the Enter Field: prompt for that field, type Company? 

10. When you finish creating the primary file, press (EZ) (Exit) and save 
the file with a name that indicates the file’s purpose. For example, use 
the name TRAVEL.PMF; the PMF extension serves as a reminder that 


this is a primary merge file. 


Merging the Primary and Secondary Files 


After you create the primary and secondary files, you are ready to start the merge. 
If you have a small secondary file, you can merge the files to the screen. If you 
have a large secondary file, you can merge directly to the printer. 


Merging to the Screen 


When you merge files to the screen, you can check for errors in the merge before 
you print. To merge the text files to the screen, follow these steps: 


1. Clear the screen. 
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1 Merge: 2 Sort: 3 Convert Old Merge Codes: 0 


|2. Press (Ctri)(F9) to activate 


the Merge/Sort command, 
and select Merge (1). 
(>> Access the Tools 
pull-down menu 
and select Merge. 


. Atthe Primary file: 


prompt, type the name of 
the primary file and press 
(“Enter). For this example, 
type travel.pmf and 
press (Enter). 


. At the Secondary 


file: prompt, type the 
name of the secondary 
file. In this case, type 
address.smf and press 
(Enter). 


WordPerfect merges the primary file with the secondary file. While this is happening, 
the program displays the message * Merging * in the lower left corner of the 


screen. 


When the merging process reaches the {DATE} code, WordPerfect automatically 
replaces the code with the current date. If your computer has a battery-powered 
clock/calendar or if you have entered the correct date at the beginning of each 
session, the display shows the correct date; otherwise, an incorrect date may appear. 
At each of the {FIELD} codes, WordPerfect substitutes the appropriate information 


from the secondary file. 
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January 20, 1990 

fr. John Quigley 

1423 So. Spencer St. 


Euclid, OH 46666 . 
When the merge is 


a arave and Tours wants to help with all of your travel completed, the screen 
ans. t i cross the state, across the ’ ° e 
he around the sed, PIVE we «call ri sunranies you fugit displays the last letter in 


fares and the most convenient connections. r 
the merge operation. 


Dear John: 


Enclosed is a brochure that describes sone of this season’s best 
travel bargains. Call me for additional details on prices and 
schedules. 


Sincerely, 


Sally Oceans 
Travel Agent 


Doc 1 Pg 2 Ln 4.83" Pos 1" 


If you move the cursor to the beginning of the document, you will find the first 
completed letter. Notice that all the necessary items are filled in, and each letter is 
separated from the others with a hard page code. The letters are ready to print, and 
each letter will be printed on a separate page. 


Merging to the Printer 


When you are creating a large number of form letters, all the merged letters may 
not fit into memory. WordPerfect therefore won't be able to complete the merge 
and display the letters on-screen. To solve this problem—or simply to save time by 
eliminating the step of displaying the letters on-screen—you can send the results of 
a merge operation directly to the printer. 


| Create a merge to the 

| printer by inserting into the 
f primary file a {PRINT} code, 
| which instructs WordPerfect 
' to send to the printer any 


DATE? | 


{(PIELD} Ful Nane” 


CFPIELDIC ity” 
Dear {FIELD} FirstNane™: 


Simpson Travel and Yours wants to help with all of your travel 
plans. Whether you are going across the state, across the country, 
or around the world, give ne a call., 1°11 guarantee you the best 
fares and the most convenient connections, 


Enclosed is a brochure that describes sone of this season’s best | . 
travel bargains. Call ne for additional detalls on prices and | You also must include a 
schedu es. 


(PAGE OFF} code so that the 
printer properly prints 


Sincerely, 


Sally Oceans 


Travel 
| consecutive sheets one at a 
Doc 1 Py 1 Ln 4.67” Pos 1” | time 


a 
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To add the codes for merging directly to the printer, follow these steps: 


1. Press 'Home), Home). 4) to move the cursor to the bottom of the primary file. 

2. Press *Shift) F9) to activate the Merge Codes command, and select Page 
Off (4). 
| Access the Tools pull-down menu, select Merge Codes, and choose 

Page Off. 
A {PAGE OFF} code appears at the bottom of the document. 

3. Press Shift) F9) again and select More (6). 
fi Access the Tools pull-down menu, select Merge Codes, and choose 

More. 

4. Highlight the {PRINT} code in the Merge Codes selection box. Either use 
the arrow keys to move the highlight bar to [PRINT], or start typing the 
word print. 

C= Move the mouse pointer to the Merge Codes selection box. Drag the 
mouse to move the highlight bar to the {PRINT} code. 

5. With the highlight bar on {PRINT}, press Enter). 

C> Double-click the {PRINT} code. 
A {PRINT} code appears at the end of the document. 


After you add the merge codes for printing, save the letter (again using the file name 
TRAVEL.PMF), turn on the printer, and merge the text files with the same procedure 
you used to merge the files to the screen. WordPerfect then prints your letters. 


If your computer freezes while the screen displays the * Merging * message, don’t 
panic—you probably forgot to tum on the printer. If you turn it on, the document 
starts to print, and the screen returns to normal. 


Merging to the printer is an excellent way to automate certain tasks. If you have a 
fast printer, you can print many personalized letters with minimum effort. 


Automating Tasks with the Merge Feature 


After you have created a secondary file, you can use that file to automate a number 
of other tasks. Two common tasks that you might want to automate are addressing 
envelopes and printing mailing labels. 


ee rn mt eer ae ee 


Automating Tasks with the Merge Feature 


Addressing Envelopes 


The procedure for addressing envelopes begins with selecting the paper form. You 
must edit or create a form definition for envelopes (if your printer doesn’t already 
have an appropriate definition). Next, you need to create a primary file that selects 
the envelope definition, specifies the location on the envelope where the address 
should be printed, and specifies which fields should be merged from the secondary 
file. Finally, you need to merge the secondary file of addresses directly to the 
printer to print your envelopes. 


Creating an Envelope Form Definition 


Depending on what kind of printer you are using, you may already have a form 
definition for envelopes. If you have one, you still may need to use the first 
procedure described here, showing how to edit your form definition so that it will 
work properly for printing envelopes. If you don’t have an envelope definition, use 
the second procedure to create the definition. These procedures define a form tor a 
standard 9 1/2-by-4-inch business envelope that you can feed manually into your 
printer. The printer will prompt you to insert each envelope. (This basic procedure 
is covered in detail in the section “Choosing Paper Size and Type” in Chapter 5.) 
Note that these procedures may vary according to your printer. The steps that 
follow are designed for an HP LaserJet Series II printer. 


Follow these steps to edit a form definition for envelopes: 


1. Press {eShift)(F8) to activate the Format command, select Page (2), and 

choose Paper Size/Type (7). 

Cə Access the Layout pull-down menu, select Page, and choose Paper 
Size/Type (7). 

Use the arrow keys to highlight the envelope definition, and select Edit (5). 

Select Location (5) and choose Manual (3). 

Select Prompt to Load (4) and choose No. 

Press (E7) (Exit) three times to return to the editing screen. 


Woe N 


Follow these steps to create a form definition for envelopes: 


1. Press (eShiftl{F8) to activate the Format command, select Page (2), and 
choose Paper Size/Type (7). 
C3 Access the Layout pull-down menu, select Page, and choose Paper 


Size/Type (7). 
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Select Add (2), choose Envelope (5), and select Paper Size (1). 
Select Envelope (5). 

Select Font Type (3) and choose Landscape (2). 

Select Location (5) and choose Manual (3). 

Select Prompt to Load (4) and choose No. 


Ot eS 


Format: Edit Paper Definition 


Filenane HPLASE L! 1. PRS 


1 - Paper Size 9.5" x 4” 
2 - Paper Type Envelope - Wide 


3 - Font Type The Format: Edit Paper 
4 - Prompt to Load 


Definition menu is 
5 - Location i i 
6 - Double Sided Printing displayed with your 


2 = Binding Kage selections indicated. 
B - Labels 


9 - Text Ad justaent - Top 
Side 


Selection: 0 


Format: Paper Size/Type 


Double 
Paper type and Orientation Sided Labels 


The definition you 


created for envelopes 
is highlighted. 


1 Select: 2 Add: 3 Copy: 4 Delete: 5 Edit: M Mame Search: 1 


8. Press £7} (Exit) twice to retum to the editing screen. 
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Creating the Envelope Primary File 


After you have defined the envelope form, you need to select the definition and 


then format your page for printing the address on the envelope. This section takes 
you step-by-step through the procedure for selecting the form and positioning the 


address on a standard 9 1/2-by-4-inch business envelope. The address will be 
printed 2 inches from the top of the envelope and 4 1/2 inches from the left side of . 
the envelope. After you accomplish the formatting, you need to specify which 


fields should be used from the secondary file (in this example, ADDRESS.SMF) for 
merge printing the addresses. 


To select the envelope definition, follow these steps: 


Nom 


6. 


. Begin a new document. This document will become the primary file. 


Access the Document Initial Codes screen by pressing ‘*Shift).F8) to 
activate the Format command, selecting Document (3), and choosing 
Initial Codes (3). 

Note: Putting the formatting codes for the primary document into 
Document Initial Codes is important. Otherwise, all formatting codes 
will be repeated at the top of every page in the final document. 
Press (*Shift)(E8) again and select Page (2). 

O3 Access the Layout pull-down menu and select Page. 

Select Paper Size/Type (7). 

Use the arrow keys to highlight the envelope definition, and choose 
Select (1). 

Press (F7) (Exit) to return to the Document Initial Codes screen. 


To enter the formatting codes for printing the address, follow these steps: 


l. 


From the Document Initial Codes screen, press °Shift)!F8) (Format), 

select Line (1), and choose Margins Left/Right (7). 

OO Access the Layout pull-down menu, select Line, and choose 
Margins Left/Right (7). 


Type 4.5" for the left margin and press Enter). Then type 0.5" for the 


right margin and press Enter). 
Press {Enter} to return to the Format menu. 
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6. 
7: 


Select Page (2) and choose Margins Top/Bottom (5). 


L Access the Layout pull-down menu, select Page, and choose Margins 
Top/Bottom (5). 


. Type 0 for the top margin and press Enter). Then type 0 for the bottom 


margin and press ‘~Enter). 

Press (F7) (Exit) three times to retum to the editing screen. 
Press “Shift].F8) (Format) and select Other (4). 

C2 Access the Layout pull-down menu and select Other. 


8. Select Advance (1), choose Line (3), type 2", and press (Enter). 
9. Press (F7) (Exit) to return to the editing screen. 


To enter the merge codes for printing the envelopes, follow these steps: 
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1. Press ‘@Shift)F9) to activate the Merge Codes command, and select Field (1). 


(> Access the Tools pull-down menu, select Merge Codes, and choose 
Field. 


. At the Enter Field: prompt, type FullName (the name of the first 


field in the secondary file) and press ~Enter). 


. Press ‘“Enter) to move the cursor to a new line. 
. Enter the rest of the fields from the secondary file for the envelope’s 


address. 


At the next Enter Field: prompt, type Company? (the name of the 
second field in the secondary file) and press ‘“Enter). Remember that the 
question mark prevents the insertion of a blank line in an address. Press 


‘~Enter) to go to the next line. 


At the next Enter Field: prompt, type Street (the name of the third 
field in the secondary file) and press ~Enter). Press (Enter) again. 


At the next Enter Field: prompt, type City (the name of the fourth 
field in the secondary file) and press ~Enter). 


. Press ‘“Enter} to move to a new line. 
. Press Shift) F9) (Merge Codes) and select Page Off (4). 


L- Access the Tools pull-down menu, select Merge Codes, and choose 
Page Off. 


A {PAGE OFF] code appears in the document, just below the field 
names. 


Automating Tasks with the Merge Feature 


7. Press ({eShift (F9) again and select More (6). 

CD Access the Tools pull-down menu, select Merge Codes, and 
choose More. 

8. Highlight the {PRINT} code in the Merge Codes selection box. Either 
use the arrow keys to move the highlight bar to {PRINT}, or start typing 
the word print. 

Move the mouse pointer to the Merge Codes selection box. Drag 
the mouse to move the highlight bar to the {PRINT} code. 


{FIELD} Ful Nane” 
_ {FIELD }Conmpany?™ 
{FIELD}Strect™ 
(FIELDICity” 
{PAGE OFF) {PRINT} 


9, With the highlight bar 
on [PRINT], press 
(Enter). 

C Double-click the 
(PRINT) code. 


Doc 1 Pg 1 Ln 2.6?" Pos 4.5" 


10. Press (F7} (Exit) and then save the file under the name 
ENVELOPE.PMF. 


Merging Files To Print Envelopes 


Now that you have created the envelope definition, selected it, and created a 
primary file for printing envelopes, you can merge the ENVELOPE.PMF file with 
the ADDRESS.SMF file. (Note: Be sure to open the back of your printer so that the 
envelopes can flow out easily.) 


Follow these steps to merge the address and envelope files and to send the results 
directly to the printer: 


1. Clear the screen. 
2. Press (Ctri)(F9) to activate the Merge/Sort command, and select Merge (1). 
C Access the Tools pull-down menu and select Merge. 


257 


ae Oe ee 


eee en oes 
an 
toa . 
bo 
l 
r ysi 
-E -E 
a - G 
-H - 
4 


Introduction 


Getting 
Started 


Editing 


Working 
with Blocks 


Formatting 
Lines and 
Paragraphs 


Formatting 
Pages 


Proofreading 


Printing 


Managing 
Files 


Creating 
Macros 


Sorting and 
Selecting 


Using 
Columns 


Creating 
Tables 


Referencing 


Creating 
Graphics 


Appendix A 
Appendix B 


Index 


Chapter 10: Merging Documents 


3. At the Primary file: prompt, type the name of the primary file. For 
this example, type envelope.pmf and press Enter). 

4. Atthe Secondary file: prompt, type the name of the secondary file. 
In this case, type address.smf and press ~Enter). 


Ms. Katherine Haley 

Town Investments Conpany 
5 Waverly Place 

New York, NY 10022 


Mr. Dave Acevedo 
Theatrical Productions 
1120 E. Broadway 

Sacramento, CA 95899 


Mr. John Quigley 
1423 So. Spencer St. 
Euclid. OH 46666 


WordPerfect merges the files and sends the results directly to the printer. After 


printing each envelope, the printer pauses and prompts you to load another 
envelope. 


Printing Mailing Labels 


Mailing labels are one of the classic applications of merge capabilities. The first step 
is to create a label definition. You can do this through the Format: Labels menu by 
defining a paper size and type, showing the number of labels, the dimensions of 
each label, the arrangement of labels on the paper, and the margins you want to 
maintain on each label. 


Y 
Vi 
o o) 


Automating Tasks with the Merge Feature 


= 


If you are using standard-sized labels, however, an easier method is to create the 
label definition with a macro. WordPerfect provides a macro, LABELS.WPM, that 
automatically creates label definitions for a variety of popular label sheets. You can 
run this macro and, if your labels are listed on the menu that appears, create the 
label definition you need. Refer to Chapter 9, “Creating Macros,” for information on 
how to run macros. 


After you create the label definition, you need to create a primary file that selects 
the label definition and specifies which fields should be merged from the 
secondary file. Then you can merge the primary file with the secondary file of 
addresses and print your labels. 


Suppose, for example, that you want to create mailing labels on a label sheet that 
is 8 1/2 by 11 inches and that holds 30 labels arranged in 3 columns. And you want 
to print the labels on an HP LaserJet Series II printer. Note that these instructions 
may vary depending on your printer. 


Creating a Label Form Definition 
To use the LABELS macro to create a label form definition, follow these steps: 


1. Press (AIt)(F10) to activate the Macro command. 
(3 Access the Tools pull-down menu, select Macro, and choose 
Execute. 
2. Type labels and press (“Enter). 


Label PaygesSize Definitions 


Label Sizes 8 of labels per.. 
Hx U Sheet Row Coluan 
5/0" 30 3 


7S x Sx x 
¿ZA 3 DHS 
3 
x 


W 
xx 


The macro displays 
a list of standard 
label sizes. 
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3. To select 3-up labels for this example, press ~Enter). 
4. Atthe Location: prompt, choose Continuous (1). 
Format: Paper Size/Type 


Double 
Paper type and Orientation Paper Size Prospt Loc Sided Labels 


(ls 2 OAS) inch labels 
Envelope - Wide 


Legal 
Legal - Wide 
Standard 


Standard — Wide Px 8.5" The definition you 
created for labels is 
highlighted. 


Highlight selection press 1 Select 2 Exit 


5. Select Exit (2) to return to the editing screen. 


Creating the Labels Primary File 


After you have created the label definition, you need to create the primary file. In 
that file, you first must select the definition. You then can specify which fields should 
be used from the secondary file (in this example, ADDRESS.SMF) for merge printing 
the addresses. 


To select the label form definition, follow these steps: 


1. Begin a new document. This document will become the primary file. 


Select |Shift).F8) to activate the Format command, choose Document 
(3), and select Initial Codes (2). 


Co Access the Layout pull-down menu, select Document, and choose 
Initial Codes (2). 


3. Press Shift) F8) again and select Page (2). 
C? Access the Layout pull-down menu and select Page. 


iS) 


. 
— 


Select Paper Size/Type (7). 
The Format: Paper Size/Type menu appears. 
5. Use the arrow keys to highlight the new definition for labels. 
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Getting 
6. Choose Select (1). Started 
7. Press (£7) (Exit) three times to retum to the editing screen. | 
Editing 
Now you can enter the {FIELD} codes (and other merge codes as well) for your | 
mailing-label merge. To enter the merge codes, follow these steps: j onang 
with Blocks 
1. Press {eShift)F9) to activate the Merge Codes command, and select 
: Formatting 
Field (1). Lines and 


©) Access the Tools pull-down menu, select Merge Codes, and Parigiiphs 


choose Field. 
Formatting 


| 
| 
| 
! 
| 
Í 
2. At the Enter Field: prompt, type FullName (the name of the first Pages 
field in the secondary file) and press (Enter). : 
3. Press (“Enter) to move the cursor to a new line. | POSSE 
4. Enter the rest of the fields from the secondary file for the envelope's | Printing 
address. 
At the next Enter Field: prompt, type Company? (the name of ee 
r Hes 
the second field in the secondary file) and press Enter). Remember | 
that the question mark prevents the insertion of a blank line in an | Geaine 
address. Press (“Enter) to go to the next line. | Macros 
At the next Enter Field: prompt, type Street (the name of the 
third field in the secondary file) and press (“Enter). Press Enter) again. Persie ty 
Sorting and 
(FIELD) Ful IMane~ Selecting 
{FIELD)City~ 
Using 
At the next Enter Columns 
Field: prompt, type 
Creating 
City (the name of the as 
fourth field in the 
secondary file) and press Referencing 
i“ Enter). 
Creating 
Graphics 
Doc 1 Py 1 Ln 1.5" Pos 1.5" 
Appendix A 
5. Press (F7) (Exit) and then save the file under the name LABELS.PMEF. bomadi 
Index 
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Merging Files To Print Labels 


Now that you have created the primary file for printing labels, you can merge the 
LABELS.PMF file with the ADDRESS.SMF file. 


Follow these steps to merge the labels and address files to the screen: 


1. Clear the screen. 
2. Press ‘Ctri)\F9) to activate the Merge/Sort command, and select Merge (1). 
(2) Access the Tools pull-down menu and select Merge. 


3. Atthe Primary file: prompt, type the name of the primary file. For 
this example, type labels.pmf and press (~Enter). 


4. Atthe Secondary file: prompt, type the name of the secondary file. 
In this case, type address.smf and press ‘~Enter). 


nr. Zigler Xavier 
Minds and Matters 


456 Redwood Way 
Petaluma, CA 95408 


WordPerfect merges the 
files to the screen. On the 
editing screen, the 
records appear 
consecutively, separated 
by hard page breaks. 


Doc 1 Py 10 Ln 0.667” Pos 0.125” 


Now you are ready to print the labels. Before you do, however, a good practice is to 


preview the labels on-screen. Follow these steps to preview the labels and then print 
them 


1. Press ‘eShift) F7) to activate the Print command. 
C2 Access the File pull-down menu and choose Print. 
2. Select View Document (6). 
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3. To see the 


Beate Geese. CA CRUDI 


labels in this 
example, select 
100% (1). 


4. Press (F7) to exit the View Document screen and return to the editing 


Screen. 


If the labels are not arranged properly on-screen, check the primary 
and secondary files for possible errors in the codes or settings. 
5. If the labels are arranged properly, load the label sheets face up into 
the paper tray. 
6. Select (Shift}(&7) (Print) and choose Full Document (1) to print the 


labels. 


© Access the File pull-down menu, choose Print, and select Full 
Document (1). 


Ms. Katherine Haley 

Town Investcents Conpany 
3 Waverly Place 

New York, NY 10022 


Ms. Peggy O'Brien 
Stitch and Sew, Inc. 
890 Coyser Poak 
Bodega Bay. CA 95301 


Mr. Zigler Xavier 
Minds and Matters 


456 Redwood Way 
Petaluma, CA 95408 


Mrs. Janie Saith 
People’s Drug Store 
201 Saint Sr. 
Petaluna. CA 95301 


Mr. Dave Acevedo 
Theatrical Productions 
1120 E. Broadway 
Sacrazento, CA 93899 


Mr. John Bartleet 
Birda and Feed Cospany 
213 Oak Pasa 

Bodega Bay. CA 9530) 


Mr. Jude Matheson 

Tots end Teens Furciture 
$15 Ross St, 

Petalucs, CA 95408 


Mr. John Quigley 
142) So. Spencer St. 
Euclid, CH AGGES 


De. Jin Daniele 

Ace Lunder Cospany 
1910 Vine Trail 
Sente Rosa, CA 93401 


WordPerfect prints 
the labels. 


Ms. Loretta Murphy 
Central Hardware 

466 Mountain Ln. 
Senta Rosa, CA 93491 


arrangement of the 
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Summary 


This chapter introduced WordPerfect’s powerful Merge feature. You learned how to 
use Merge by combining primary and secondary merge files. The text showed you 
how to merge these files to either the screen or the printer. And you learned how to 
use Merge to create and print envelopes and mailing labels. In the next chapter, you 
will be introduced to WordPerfect’s Sort and Select features for handling record- 
keeping tasks and extracting particular data from a large database. 
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Sorting and Selecting 


Using the options on the Sort screen 
Sorting by line, paragraph, and secondary merge file 
Selecting particular data 


Chapter 11: Sorting and Selecting 


Although WordPerfect's Sort and Select features cannot compete with specialized 
database management programs in all respects, these features provide enough power 
and flexibility to handle many of your data management needs. When you combine 
Sort and Select with other WordPerfect features—such as Search, Replace, Merge, 
Math, and Macro—you create a powerful data management tool. 


Examples of two simple applications of the Sort command are sorting lines to create 
alphabetical phone lists or rosters, and sorting mailing lists by ZIP code to conform 
with postal service rules for bulk mailings. An example of the use of the Select 
command is to find records that meet certain criteria—such as all the customers who 
live in Indianapolis and have a ZIP code of 46260. WordPerfect can work with four 
kinds of data: a line, a paragraph, a secondary merge file, or a table. This chapter 
shows you how to sort the first three kinds of records. Sorting tables, a slightly 
different procedure, is beyond the scope of this book. 


$e 


Key Terms in This Chapter 


Sort keys The characters or numbers in a specific file location, which 
WordPerfect uses to sort and select. 

Record A collection of related information in a file: a line of data, a 
paragraph, or a name and address in a secondary merge file. 

Fields The components that make up a record. Each field contains the 
same type of information, such as a person’s first name, the 
name of a city, or a ZIP code. 

Input file The file you intend to sort, which can be on the screen or on disk. 

Output file 


The sorted (or selected) file, which you can display on-screen 
or save to disk. 


re ae ae eee aaa 


Understanding the Sort Screen 


You can sort files displayed on-screen or stored on disk, and you can return the 
sorted results to the screen or to a new file on disk. The Sort feature offers options 
for four types of sort operations based on the kind of data: a line, a paragraph, a 
secondary merge file. or a table. Use a line sort when records are lines (for example, 
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a name or an item). Use a paragraph sort when records are paragraphs (as in a 
standard legal clause or a bibliography). Use a merge sort when records are in a 
secondary merge file (such as a list of names and addresses). And, finally, use a 


table sort for data arranged in rows and columns with the Table feature. Note that 


the complex nature of a table may make sorting tabular data not worth the effort. 


Before you perform a sort, you must be sure that your data is set up properly. A 
line record must end with a hard or soft return, and records should be formatted 
with one tab per field. A paragraph record must end with two hard returns. 


All the sort operations begin from the Sort screen. Before you display the Sort 
screen, you may want to retrieve to the screen the file containing the data to be 
sorted. Then follow these steps to display the Sort screen: 


Peggy O’Brien 

John Bartlieet 

Jin Daniels 1910 Vine Trail 

Zigler Xavier 456 Redwood Vay 

Jude Matheson S15 Ross St. 

Loretta Murphy 468 Mountain Ln. 

Janie Saith 101 Saint St. Petaluna, CA 


1. Press (Ctrl) F9) to 
activate the Merge/ 
Sort command, and 
select Sort (2). 


1 Merge: 2 Sort: 3 Convert Old Merge Codes: 0 


C= Access the Tools pull- 
down menu and select 
Sort. 


Date Text 
Date Code 
Date Fornat 


Outline 
Paragraph Nunber 
Def ine 


Merge Codes 
Merge 
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2. At the prompt Input file to sort: (Screen), press (Enter) if you 
want to sort the data already displayed on-screen. Or type the name of 
the input file on disk and press Enter). 

3. At the prompt Output file for sort: (Screen), press Enter) if 
you want the sorted results to replace the screen display. Or type the 


name of the output file and press ‘Enter) if you want to save the results 
to disk in a new file. 


Caution: If the input file and output file have the same names, the sorted data will 
replace the unsorted data. 


The Sort screen is displayed. Notice that the screen is divided into five parts. 


The heading displays the 
current Sort type. The 
213 Oak Pass default is Sort by Line. 


Pass 
Jin Daniels 1910 Vine Trail 
Zigler Xavier 456 Redwood Way 


S15 Ross St. i The key definition area 

468 Mountain Ln. » 

MEN SAIRE ER determines what criteria 
will control the sort. Note 

that you can specify 

criteria for nine sort keys. 


In the Select area, you 
enter the formulas to 

select (extract) certain 
records from the data. 


| This part of the screen indicates 
the Action, Order, and Type 


| (which coincides with the 
| heading) of the sort. 


The seven options on the Sort and Select 
menu enable you to specify the type of sort, 
the order, and the sort criteria. After you 
enter this information, you start the sort 
from this menu. 


0 Oe et ee ee Oe 
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Sorting Lines and Paragraphs 


The Sort and Select menu offers the following options: 


Option ciction 


Perform Action (1) Instructs WordPerfect to begin sorting or selecting. 


View (2) Moves the cursor from the Sort screen into the 
document to be sorted. Use this option to change 
the tab settings on the menu to those in the 
document. You can move the cursor to view the 
data, but you cannot edit it. You press Exit (F7) to 
return to the Sort screen. 


Keys (3) Moves the cursor into the key definition area so 
that you can define and change the sort keys 
(criteria) for the sort operation. When you select 
this option, the bottom of the screen displays the 
Keys menu, from which you can select an 
alphanumeric sort or a numeric sort. 


Select (4) Moves the cursor to the Select area where you can 
enter the Select statement (a formula), containing 
the information you want to select. This statement 
directs WordPerfect to select certain records. 

Action (5) Is activated only when you choose Select (4). You 
can choose Select and Sort (1) to select and sort 
the data, or you can choose Select Only (2) just to 
select the data. 


Order (6) Offers a choice of Ascending (1), A-to-Z order; or 
Descending (2), Z-to-A order. 
Type (7) Offers a choice of sorting by line, paragraph, or 


secondary merge file. 


Sorting Lines and Paragraphs 


WordPerfect can sort the lines and paragraphs in any standard text file. The Sort 


feature is useful, for example, when you want to sort the data in office phone lists, 


personnel rosters, columns on charts, or dated paragraphs. 
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Display the Sort screen, using the procedure described earlier, and then continue 
with the procedure according to the text that follows. 


Choosing the Sort Type 


You can choose to sort by lines or paragraphs. Use a line sort when you want to sort 
rosters and lists. Use a paragraph sort for notes or reports. 


Sorting Lines 


890 Geyser Peak 
John Bartieet 213 Oak Pass Bodega Bay, CA 95301 


Jin Daniels 1910 Vine Trail Santa Rosa, CA 35401 
Zigler Xavier 456 Reduood Way Petaluma, CA 38408 
Jude Matheson 515 Ross St. Petaluma, CA 35408 
Loretta Murphy 468 Mountain Ln. Santa Rosa, CA 3401 


Janie Saith 101 Saint St. Petaluma, CA 95301 


Sort by Line is 
WordPerfect’s default 


ae wee Le 


Sart by Line setting. If the heading 
4 5 6 . 
Ee 8 9 shows something other 
ec 


than Sort by Line, 
choose Type (7) and 
select Line (2). 


Notice that the key definition area shows Field and Word. You identify the location 
of key words by their Field and Word positions in each line. Fields are separated by 
tabs, and words are separated by spaces. 


Also notice the tab ruler above the heading Sort by Line. The tab settings shown 
on the tab ruler must be set one tab per field with no unused tabs between fields. If 
the tabs shown on the tab ruler do not reflect your one-tab-per-field setting, select 
View (2). When the cursor moves into the document, place the cursor in the middle 
of a line of data. The tab ruler changes to reflect your tab settings. Press Exit (F7) to 
return to the Sort screen. 
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Sorting Paragraphs 


To sort by paragraph, choose Type (7) and select Paragraph (3). The title on the 
Sort screen displays Sort by Paragraph, and the key location headings are 
Field, Line, and Word. You identify the location of key words by their Field, 
Line, and Word positions in each paragraph. Paragraphs are separated by two or 
more hard returns. 


Selecting the Sort Order 


Most of your sorts will be in ascending order—that is, from A to Z or from 0 to 9. 
At times, however, you may want to sort in descending order—from Z to A or from 
9 to 0. To change the sort order, select Order (6) to display the Order menu. 


Peggy O’Brien 830 Geyser Peak Bodega Bay, Ch 95301 
John Bartleet 213 Oak Pass Bodega Bay, Ch 95301 
Jin Daniels 1910 Vine Trail Santa Rosa, CA 95401 
Zigler Xavier 456 Reduood Way Petaluma, CA 95408 
Jude Matheson 515 Ross St. Petaluma, CA 95400 
Loretta Murphy 468 Mountain Ln. Santa Rosa, CA 95401 
Janie Saith 101 Saint St. Petaluma, CA 95301 


Doc 2 i 1 Ln 1" Pos 1” 


Sort by Line 


Key Typ Field Word 
e Choose either 


Ascending (1) for 
A-to-Z sort order or 
Descending (2) for 
Z-to-A sort order. 


Key Typ Field Word Key Typ Picld Vord 
2 3 
S 6 
8 9 


~j h p 


Order 
fscend ing 


Order: 1 Ascending: 2 Descending: 0 


Defining the Sort Keys 


WordPerfect uses sort keys to reorganize or select the information to be sorted. For 
example, to organize a list of names in alphabetical order, you would use the fast 
name as the sort key. In performing sort operations, you will soon discover, 
however, that you often need more than one key to organize your data. If, for 
instance, you have several Smiths in your list, sorting by last name only will not be 
sufficient. You need a key to sort by first name as well. In that case, you can define 
the first key to be the last name, and the second key to be the first name. In 
WordPerfect, you can define nine sort keys. 
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Unfortunately, you cannot simply tell WordPerfect that a sort key is the “first name.” 
You must instead specify the location of the key by telling WordPerfect which field, 
line, and word contains the information to sort by. When defining each key, you 
must specify also whether the information is alphanumeric or numeric. 


In an alphanumeric sort, numbers are evaluated as normal text. If, therefore, you are 
sorting a column of numbers with an alphanumeric sort, all the numbers (such as ZIP 
codes or telephone numbers) must be the same length. 


In a numeric sort, the information is evaluated as numbers only. Any text in the sort 
key is ignored. You use a numeric sort for numbers that are not the same length Cin 
other words, for most of your sorts involving numbers). 


To display the Keys menu, select Keys (3). The cursor moves under the a in the Typ 
column so that you can enter the location of each sort key. 


090 Geyser Peak 
John Dartleet 213 Oak Pass Bodega Bay, CA 98301 
Jin Danicls 1910 Vine Trail Santa Rosa, CA 35401 
Zigler Xavier 456 Redwood Way Petaluma, CA 35408 
Jude Matheson 51S Ross St. Petaluma, CA 95408 
Loretta Murphy 468 Mountain Ln. Santa Rosa, CA 35401 
Janie Saith 101 Saint St. 


a 


Sart by Line 


| Type a to specify an 
alphanumeric sort for 
Key 1, or type n to 
specify a numeric sort 
| for Key 1. 


Key Typ Ficld Word Key Typ Field Word Key Typ Field Uord 
2 3 
6 
3 


Type: a = Alphanumeric: n = Muneric: 


Use arrows: Press Exit when done 


Enter the location of Key 1. The default values in Key 1 are preset at a 1 1. These 
values mean that the Sort type is alphanumeric and that the first word in the first field 
will be used as the basis for sorting. You can enter negative values in each key. For 


example, if you want to use the third word from the end of the field, enter -3 under 
Word. 


If sorting by Key 1 results in ties (equal values, such as the same names or numbers), 


you can sort on more than one field by using Key 2, Key 3, and so on. Press the 
right-arrow key to move to Key 2, and then enter the values for this key. 
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Sorting Lines and Paragraphs 


oo 


Suppose, for example, that you want to sort the lines in the example by ZIP code 
and also by last name within each ZIP code. 


Peggy O’Brien 890 Geyser Peak Bodega Bay, CA 95301 

John Bartleet 213 Oak Pass Bodega Bay, CA 95301 

Jin Danlels 1910 Vine Trail Santa Rosa, CA 95401 

Zigler Xavier Reduood Way Petaluma, CA 95400 

Jude Matheson SiS Ross St. Petaluna, CA 95408 

Loretta Murphy 468 Mountain Ln Santa Rosa, Cñ 95401 

Janie Saith 101 Saint St. Petaluna, ñ 95301 The ZIP code iS specified 


by Key 1 as the first 


Doc 2 Pg 1 Ln 1" Pos 1” j 
ao o word in field number 4. 


l a a 
Sort by Line 
Key Typ Field Word Key Typ Field Word Key Typ Field Vord 
1 a 4 1 2 a 1 2 3 


3 The last name is specified 
by Key 2 as the second 


word in the first field. 


? 8 


Type 
Line sort 


Order 
fAtscend Ing 


Use arrows: Press Exit when done 


Type: a = Alphanumeric: n = Muneric; 


Bodega Bay, Cñ 
Bodega Bay, CA 
Petaluna, CA 
Santa Rosa, CA 
Santa Rosa, CA 
Petaluna, Ch 
Petaluna, CA 


213 Oak Pass 
890 Geyser Peak 
101 Saint St. 
1910 Vine Trail 
468 Mountain Ln. 
51S Ross St. 
456 Redwood Way 


John Bartleet 
Peggy O’Brien 
Janie Saith 

Jin Daniels 

Loretta Murphy 
Jude Matheson 
Zigler Xavier 
The lines are sorted by 


ZIP code. Within each ZIP 
code, the last names are 
listed alphabetically. 


Doc 1 Pg 1 Ln 1” Pos 1" 


C:\UPS1NBOOKNLINE .SRT 


Now suppose that you want to sort the bibliography shown in the next screen. 
Because some authors have the same last name, you will need to sort by the 
author's initials in addition to last name. Finally, because you have multiple works 
by some authors, you will want to sort the works by date. 
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Note: Before you begin, make sure that you have changed the Sort type so that it is a 
paragraph sort. 


The author’s name is 
specified by Key 1 as the 
first word in the first field of 
the first line. 


Campbell, D.T. The indirect acsessaent of social attitudes. 
Psychological Bulletin, v. 47, 1950. 


fdcock, C.J. Thematic fApperception Test. Sixth Mental 
Meacurenments Yearbook, 1965. 


Campbell, D.P. Manual for the Strong-Canpbell Interest Inventory 
(Rev. ed.). Stanford, Calif.: Stanford University Press, 1977. 


fmastazi, A. Fields of applied psychology (2nd ed.). Mew York: 


The author’s initials are 
Doc Z 1 Ln 1" Pos 1” 


specified by Key 2 as the 
second word in the first 
field of the first line. 


Sort by Paragraph 


Key Typ Line Field Word Key Typ Line Field Uord 
2 a 1 1 2 3 a 2 i-s 


Key Typ Line Field Word 
1 a 1 1 1 


7 
Select 


The work's date is specified 
by Key 3 as the last word of 
the first field of the second 
line. 


Action Order Type 
Sort ftscend ing Peregreph sort 


1 Perform Action: 2 View: 3 Keys: 4 Select: S Action: 6 Order: 7 Type: 0 


Adcock, C.J. Thematic fpperception Test. Sixth Mental 
Measurements Yearbook, 1965. 


Anastasi, A. Fields of applied psychology (2nd ed.). Mew York: 
McGraw-Hill, 1979. 


1, A. Psychological i Sth ed.). z 
e a a ee The paragraphs are 


Dem, S.L. Manual for the Ben Sex-Role Inventory. Palo Alto, sorted alphabetically by 
Calif.: Consulting Psychologists Press, 1981. 


daii t Gasaid tar eaa a aa the author's first name 


and initials and 
bell, D.T. The indirect assessaent of lal itudes. . 
aere eal Bulletin, v. 47, 1950. ikii numerically by date. 


(Rev. ed.). Stanford, Calif.: Stanford University Press, 1977. 


Doc 1 Py 1 Ln 1” Pos 1” 


Performing the Sort 


After you enter information for the sorn keys. press Exit (F7). Then choose Perform 
Action (1) to sort the file. If you specified that the output goes to the screen, the 


results appear on-screen. If you specified that the output goes to the file, the results 
are sent to the file. 


Sorting Secondary Merge Files 


ee a r [Ml 


Sorting Secondary Merge Files 


A secondary merge file is nothing more than a database with merge codes. 
WordPerfect can sort your secondary merge files so that the form letters, mailing 
lists, or labels you have previously typed will print in any order you choose. 


Before you perform the sort, you must be sure that your data is set up properly. A 
secondary merge file contains records, each of which contains fields. Each field 
must end with an {END FIELD} code, and each record must end with an (END 
RECORD} code. 


{FIELD MAMES}Nane“Street“CityState ZIP" (END RECORD) 

SS SSS SS SS SPSS SSS SSS SS SS SS SS SSS SS SS SS SS SSS SSS SS SSSSSSSSSSSSSSSSSSSSESSSSSSSASSEZTIE 
Sandy Jenkins {END FIELD} 

890 Pineridge Ct.(END FIELD} 

Bodega Bay, CA(END FIELD} 

95301(END FIELD} 

{END RECORD} 

BPSSSSP SPS SSH HSH SSS STS SS SH SS SSS HSS H HSS SSS SSSSS KM SSS SSESSSSS SSK SS SEBS Asesesssssesssa 
Joshua Jenkins {EMD FIELD) 

123 Cedar Pass(E FIELD) 


—— E 


Sart by Line 


Begin by displaying the 
secondary merge file. 
Then display the Sort 
screen, using the 
procedure described 
earlier, and continue with 
the procedure according 
to the text that follows. 


Typ Field Word Key Typ Field Word 
a 1 1 2 
5 
8 


Key Typ Field Word 
3 
6 
9 


Action Order Type 
Sort Ascending Line sort 
Type: 1 Merge: 2 Line: 3 Paragraph: 0 


Choosing the Sort Type 


From the Sort and Select menu, choose Type (7). Then select Merge (1) to sort a 
secondary merge file. The screen heading becomes Sort Secondary Merge 
File, and the location headings for each sort key become Field, Line, and 
Word. 


Selecting the Sort Order 


Select Order (6) to display the Order menu. Choose either Ascending (1) for A-to-Z 
sort order or Descending (2) for Z-to-A sort order. 
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Defining the Sort Keys 


Select Keys (3) to display the Keys menu. The cursor moves under the a in the Typ 
column so that you can enter the location of each sort key. Type a to specify an 
alphanumeric sort for Key 1, or type n to specify a numeric sort for Key 1. 


Enter the location of Key 1. The default values in Key 1 are preset ata 1 1 1. 


These values mean that the Sort type is alphanumeric and that the first word on the 
first line in the first field will be used as the basis for sorting. 


If sorting by Key 1 results in ties (equal values, such as the same names or numbers) 
you can sort on more than one field by using Key 2, Key 3, and so on. Press the 
right-arrow key to move to the entry area for Key 2. 


For this example, suppose that you want to sort the secondary merge file by state. 
You want also to sort entries for each state by last name and then by first name. 


a IUUENINaE ALDERE SANALSA RIT UN RECORD) 


Sandy Jenkins (EMD FIELD) Key 1 is the state 

890 Pineridge Ct. (DO FIELD) ve 

Bodega Bay, CACEMD FIELD) abbreviation (the first 
95301{E FIELD) 

{DD RECORD 


er j ae ee word from the right in the 
Joshua Jenkins (DD FIELD) 


123 Cedar Pass{DW FIELD) third field). 
Doc 2 y 1 Ln 1" Pos 1" 


Sart Secondary Merge File Key 2 is the last name (the 


first word from the right in 
the first field). 


Order Type Key 3 is the first name (the 
fiscend ing Merge sort 


Type: a = Alphanumeric: n = Memeric: Use arrows: Press Exit when done first word in the first field). 


For all three keys, select alphanumeric sorting (a). 
Performing the Sort 


Press Exit (F7) to return to the Sort and Select menu. Then select Perform Action (1) 
to start the sort operation. 
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(FIELD NAMES }Mane“Street“CityState ZIP" {END RECORD) 

SSSSSSS SS SST SS SS SSSS SSH SSSS SS ST SSS HS SSS SSSHSSSSSSSSESSSSSSSSSsSssszsosssassassaesecesa 
Joshua Jenkins {END FIELD} 

123 Cedar Pass{END FIELD) 

Bodega Bay, CACEND FIELD} 

9$S5301(END FIELD} 

{END RECORD} 

Bee 8 8 ee ee eS SS SSS SSS SSSSSSSSSSSSSSSSSESSSESSSSESSSESSSESTESSTSSSSSESESE 
Sandy Jenkins {END FIELD} 

890 Pineridge Ct. {END FIELD} 

Bodega Bay, CAC{END FIELD) 

SS301(END FIELD} 

{EMD RECORD) 


BSSSSSISS SSH SSS SSS SSS HHH SS SS SSS SS SH SSS SSS SSS SKSSS MSS SSISSSSSSSSSSSSSsssscsaasess 


WordPerfect sorts the 
data based on your 


Pan Vagner (END FIELD} sort criteria. 
309 South St. (END FIELD) 

Bodega Bay, CACEND FIELD} 

95301 (END FIELD? 

{END RECORD) 


SS SSS SASS SS SSS SSS SSS SS SSS SSSA SSH SSS SSS SS SS SSIS SSS SST SSS ES SSS SSssosessssecsssssss 


Doc 1 Pg 1 Ln 1" Pos 1” 


D:\WPS1\BOOK\NERGE .SRT 


Selecting Data 


When you are working with a large database, you often need to select particular 
data, and you need to be precise about your selection. Using the Select feature 
(accessed through the Sort and Select menu), you can choose only those 
paragraphs, lines, or secondary merge records that contain a specific combination 
of data—for example, the names of customers who live in California. The steps in 
selecting are the same as those used in sorting, but you must include a statement 
that describes the records you want to select. 


Display the Sort screen, using the procedure described earlier, and then continue 
with the procedure according to the text that follows. 


Choosing the Sort Type and Sort Order 


Select Type (7) and specify whether you are selecting records from a line, 
paragraph, or secondary merge file. Then select Order (6) and choose Ascending 


(1) or Descending (2). 


Defining the Sort Keys 


Select Keys (3). Even though you may not want to sort your data, you must use 
sort keys to tell the program where to find the data you want. 


Selecting Data 
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Type a to specify an alphanumeric sort for Key 1, or type n to specify a numeric sort 
for Key 1. Then type the location for Key 1. 


Use the right-arrow key to move to the Key 2 entry area and type the location for 
that key. Move to other Key entry areas and type their locations, if necessary. 


830 Geyser Peak . 
John Bartlect 213 Oak Pass Bodega Bay, CA 95301 - 
Jim Daniels 1910 Vine Trail Santa Rosa, CA 35401 In this example, a sorn key 
Zigler Xavier 456 Redwood Way Petaluna, CA 95408 h 
Jude Matheson 515 Ross St. Petaluma, CA 95408 has been entered as the 
Loretta Murphy 468 Mountain Ln. Santa Rosa, CA 95401 
Janie Saith 101 Saint St. 


specification for Key 1: 
Type = a (alphanumeric), 
Field = 3 (city and state), 
and Word = 1 (city). This 
information tells 
WordPerfect where to 
look for the select key. 


— 
—_——— Sort by Lire —— 
Key Typ Field Word 
1 a 3 1 


7? 
Select 


Typ Field Uord 


Key Typ Field Word 
2 
S 
8 


wows 


fiction Order T 
Sort 


ype 
Ascend ing Line sort 
1 Perform Action: 2 View: 3 Keys: 4 Select: S fction: 6 Order: 7 Type: 0 ` 


Entering the Selection Criteria 


To return to the Sort and Select menu, press Exit (F7). Then choose Select (4). 


You are now ready to provide the Select statement, which consists of the following 
items: 


e A defined key in the form Key*. The # is replaced by the number of the 
key you want to use. 


e A comparison operator indicating that the key must be one of the 
following in relation to the condition: 


Equal to (=) 
Not equal to (<>) 
Greater than (>) 
Less than (<) 
Greater than or equal to (>=) 
Less than or equal to (<=) 
e A condition 
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Selecting Data 


—_-—-___- -_ 


After you choose Select (4), WordPerfect moves the cursor under the word 
Select and displays a list of comparison operators at the bottom of the screen. 


830 Geyser Peak 
213 Oak Pass 
1910 Vine Trail 
456 Reduood Vay 
S15 Ross St. 
468 Mountain Ln. 
101 Saint St. 


s Bodega Bay, CA 
Bodega Bay, GA 
Santa Rosa, CA 
Petaluma, CA 
Petaluna, CA 
Santa Rosa, Cñ 
Petaluma, CA 


Peggy O’Brien 
John Bartleet 
Jin Daniels 

Zigler Xavier 


Janie Saith 


a 


Sort by Line 
Key Typ Field Word Key Typ Field Vord 
1 a 3 1 3 


4 


Select 
Key1=peta luna 


Action 
Sort 


Key Typ Field Uord 
2 
5 
8 


Order Type 
ftscend ing Line sort 


(OR), »(AND), =, <>, >, <, >=, <=; Press Exit uhen done 


Under Select, enter 
Key1=petaluma. This 
Select statement tells 
WordPerfect to select 
only those records in 
which the city is 
petaluma or Petaluma. 
(WordPerfect’s Sort and 
Select features do not 
differentiate between 
upper- and lowercase) 


Press Exit (F7) to return to the Sort and Select menu. Then choose Action (5) to 


display the Action menu. 


Peggy O’Brien 890 Geyser Peak Bodega Bay, CA 95301 
John Bartleet 213 Oak Pass Bodega Bay, CA 95301 
Jin Daniels 1910 Vine Trail Santa Rosa, Oñ 95401 
Zigler Xavier 456 Redwood Vay Petaluna, CA 95400 
Jude Matheson 515 Ross St. Petaluma, CA 95408 
Loretta Murphy 468 Mountain Ln. Santa Rosa, 95401 


Janie Snith 101 Saint St. Petaluma, CA 


Doc 2 Pg 1 Ln 1" Pos 1” 
a a 


Key Typ Fleld Word Key Typ Field Word 
2 3 
S 6 
8 | 


Type 
Line sort 


Select and sort 


1 Select and Sort; 2 Select Only: 0 


Action: 


WordPerfect returns you to the Sort and Select menu. 


Choose Select and Sort 
(1) if you want to sort 
and select the records. 
Or choose Select Only 
(2) if you want to select 
records without sorting 
them. 
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In the Select statement, you also can define multiple criteria. You must join the items 
with a logical operator to specify whether both conditions must be met or whether 
either condition is acceptable. To specify that both conditions must be met, use AND 
(indicated with an asterisk, *). To specify that either condition is acceptable, use OR 
(indicated with a plus sign, +). 


Performing the Sort 


To perform the sort, choose Perform Action (1). 


Janie Saith 
dude Matheson 
Zigler Xavier 


The selected records 
are sent to the screen 
or to a disk file, as 
you requested. 


Doc 1 Pg 1 Ln 1” Pos 1" 


Summary 


In this chapter, you learned how to use WordPerfect's Sort feature to handle some 
simple data management tasks. You explored WordPerfect’s capabilities to sort by 
line, paragraph, and secondary merge file. And you learned how to use the Select 
feature to extract particular data from a large database. In the next chapter, you will 
learn about two types of text columns as well as math columns. . 
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Using Columns 


Defining newspaper-style columns 
Defining parallel columns 
Entering text into columns 


Entering numbers down a column and calculating 
simple subtotals, totals, and grand totals 


Performing more complex math operations by 
defining the type and format of columns 


Writing formulas that calculate numbers 
across a row in a document 


Chapter 12: Using Columns 


WordPerfect’s versatile Columns feature provides options for displaying both text and 
numbers. When you display text, you can choose to arrange it in either newspaper- 
style or parallel columns. Newspaper-style columns are used for magazine articles, 
newsletters, lists, and indexes. Parallel columns are handy for inventory lists, 
personnel rosters, and duty schedules. 


When you display columns of numbers, you can take advantage of WordPerfect’s 
Math feature to execute simple math operations. You may want, for example, to 


perform some limited calculations when you prepare an invoice or develop a sales 
report. 


OEE 


Key Terms in This Chapter 


Math operator A symbol that tells WordPerfect the type of calculation 


you want to perform and where the result will be 
displayed 


Math definition The instructions you enter on the Math Definition screen, 
defining the column type and format for math columns 


sh 


Text Columns 


WordPerfect offers a powerful feature that enables you to put text in one of two 
types of columns: newspaper or parallel. Text in newspaper-style columns wraps 
from the bottom of one column to the top of the next column and then wraps back 
to the first column on the left of the next page. Newspaper-style columns are read 


from top to bottom. Parallel columns are read from left to right; therefore, data is 
arranged across the page. 
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Newspaper-Style Columns 


Johannes Gutenberg, the fif- 
teenth-century inventor of nov- 
able type, brought the written 
word to the public, and thus is 
responsible for publishing as 
it has been known for five hun- 
dred years. In the last quar- 
ter century, Gutenberg's netal 
type has been replaced by elec- 
tronic typesetting--faster, 
more flexible, but still very 
expensive, and still only part 
of the complex process of pub- 
lishing. Today, personal con- 
puters bring a new generation 
of publishing to the in- 
dividual. The technology is 
called "desktop publishing," 
and it represents a whole new 
approach to a very old art. 


Desktop publishing starts with 
a personal computer. Your 
high-powered computer, along 
with the right software, gives 
you all the tools you need to 
design and publish a variety of 
printed materials at your own 
desk. Write a press release or 
create a simple letterhead with 
a word processing program like 
WordPerfect for IBM and com- 
patible computers. Design a 
logo or business card with a 
graphics program like Adobe 
Illustrator or Aldus Freehand 
for the Macintosh. Create a 
newsletter and experiment with 
page layout with a page-design 
program like Aldus PageMaker 
for either IBM or Macintosh. 
Prepare graphs, illustrations, 


forms, applications, station- 
ery, brochures, catalogs, re- 
ports, and zuch nore~-easily-- 
with desktop publishing on a 
personal computer. 


There aro pany software and 
hardware enhancements that can 
broaden your desktop pubiishing 
talents. Word processors give 
you powerful editing and docu- 
ment creation capabilities. 
Page-design software lets you 
shape your finished raterial 
into blocks or colunns of text, 
and it lets you insert or out- 
line illustrations. Graphics 
packages guide you in creating 
detailed illustrations or 


charts that you can add to a 
page you've already created. A 


scanner, video or optical, re- 
produces drawings of photos for 
you by electronically "reading" 
then with a carora or 
digitizer. 


Defining Columns Before You Type 


— < ae am e e ee oeo 


Newspaper-style columns 
are read from top to 
bottom. The text flows 
from the bottom of one 
column to the top of the 
next. You can define 
newspaper-style columns 
either before or after you 
type the text. Keep in 
mind that you can use the 
normal editing commands 
to modify text within a 
newspaper-style column. 


To define newspaper-style columns before you type the text, follow these steps: 


1. Move the cursor to the place where you want the columns to begin. 


2. Press (AIt)(F7) to activate the Columns/Table command, and select 
Columns (1) to display the following Columns menu: 


.-. Columns: 1 On; 2 Off; 3 Define: 0 


| 
| 
| 
| 
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CS Access the Layout pull- 
down menu and select 
Columns. 


Justify > 
Align > 


3, Select Define (3). 


Text Colunn Definition 
1 - Type 
2 - Munber of Coluans 
3 - Distance Between Columns 


4 - Margins The Text Column 


Definition menu is 
displayed. 


Colunn Left Right Colunn Left Right 
: 1” 4“ 13: 
4.5” Ss 


1 

2: 
3: 
4: 
5: 
6: 
7: 
D: 
93: 


Selection: 0 


At this menu, you do not need to select Type (1) because Newspaper is 
WordPerfect’s default setting. 


on 


Choose Number of Columns (2), enter the number of columns you 
want on the page (up to 24), and press Enter). 

5. Select Distance Between Columns (3). 

WordPerfect automatically calculates the margin settings with 0.5" 
(one-half inch) between columns, but you can space the columns as 
close together or as far apart as you want. In most cases, you will 
accept the default margin settings. 
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6. To accept the default settings, press (Enter). 
Or 
To specify columns of different widths, choose Margins (4) and type 
the new settings for Left and Right column margins. Press (Enter) after 
` each number. 
7. Press (Enter) to return to the Columns menu. 
Select On (1) to turn on the Columns feature. 

9. Begin typing. Typing with the Columns feature tumed on is the same 
as typing in a regular WordPerfect document. Text wraps within the 
column until you reach the bottom of the page, and then wraps to the 
top of the next column. 

10. To tum off the Columns feature, press (AIt)/E7) (Columns/Table) again 
and choose Off (2). 
O3 Access the Layout pull-down menu, select Columns, and choose 
Off. 


After you’ve turned off the Columns feature, any text you type is formatted in the 
usual way, and the column number disappears from the status line. 
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Creating Columns from Existing Text 


To create newspaper-style columns from existing text, follow these steps: 


Joha Gutenberg, the fir th-ce i tor of bl n 
brought. the pri word hepa public, and thus is responsible Far |; Place the cursor at the 
it has been known f ndred ° š é 
laat quartcr century, Gatentang a natal typa bax been ropióctd i beginning of the text 
electronic typesetting—faster, more flexible, but still very 
expensive, and still only part of the complex process of pub- you want to change to 
hin p eee (a Reta see freeing te iied “deskto 
s : z ca 
publishing.” and It represents a uhole neu approach to a very old column format. If the 
art. . 
text includes a centered 
ccs abti reig Tong with the i Bt aortara, 3 >is nT the headi l th 
Con è wu r so re, ves 
tonis you need to design and publish a varicty of: printed materials cacing, p ace € 
- rite H 
letterhead with word processing progran ilke WordPerfect for IM cursor on the line 
a tibl ters. Desi ness “u a ° 
graphics progran like Adobe Illustrator or Aldus Freehand for the below the heading, 
lth page-d he scores Ite ry P wala for Pither {BM or l ] t 
a a es é e 
Macintosh. Peepare graphs, ii lustrat iona: foras, applications, unless you p an to 


stationery, brochures, tal b ports, nd such rore—-easil ° ° ® 
vith dechtew PAINIAN Oe a paccensl conpnted, si include the heading in 
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2. Press Alt) F7) to activate the Columns/Table command, select Columns 
(1), define the columns according to the procedure described earlier, 
and press ‘“Enter). 
CZ Access the Layout pull-down menu, select Columns, choose Define, 


define the columns, and press ~Enter). 


3. From the Columns menu. select On (1) to turn on the Columns feature. 


Johannes Gutenberg, the fif- 
teenth-century Inventor of Rou- 
able type, brought the uritten 
word to the public, and this is 
responsible for publishing as 
it has been known for five hum- 
dred years. In the last quar- 
ter century, Gutenberg’: retal 
type has been replaced by elec- 
tronic typesetting--faster, 
more Flexible, but still very 
expensive, and still only part 
of the complex process of pub- 
lishing. Todey, persons! coa- 


puters bring a new generation 
of publiching to the in- 
4ividual. The technology is 
called “dezsktop publishing.” 
and it represents a whole new 
approach to a very old art. 


Desktop publishing starts with 
a personal computer. Your 


farns, applications, station- 
ery, brochures, catalogs, re- 
ports, and much nore--eas i ly— 
with desktop publishing ona 
personal computer. 


There are mary software and 
hardware enhancerents that can 
broaden your desktop publishing 
talents. Word processors give 
you powerful editing and docu- 
ment creation capabilities. 
Page-design software lets you 
chape your finished asterial 
into blocks or columns of text, 
and it lets you insert or out- 
line illustrations. Graphics 
packeges guide you in creating 
detailed illustrations or 
charts that you can add to a 
page you've already created. A 
scanner, video or optical, re- 
produces drawings of photos for 
you by electronically “reading” 


4. Press the down-arrow 
key, and WordPerfect 
automatically 
reformats your text 
into columns. 


high- powered conputer, along 
C:\UPS1NBODK\COLUMM . TXT Col 1 Doc 1 Pg 1 Ln 2” Pos 1” 


Displaying a Single Column 


Instead of displaying all the columns on-screen at Once, you can display only one 


column at a time. To display one newspaper-style column at a time, follow these 
steps: 


1. Press 2$hift)_F1) to activate the Setup command, and select Display (2). 
C: Access the File menu, select Setup, and choose Display. 
2. Select Edit-Screen Options (6). 


Setup: Edit-Screen Options 


1 - futomatically Format and Rewrite 


| 3. Choose Side-by-side 
Columns Display (7). 
4. Select No to tell 
WordPerfect to display 
| just one column at a 
time. 


2 - Comments Displey 
J - Fileneme cn the States Line 
4 - Hard Return Displey Charecter 
5 - Merge Codes Display 
G - Reveal Codes Window Size 
7 ~ Side-by-side Columes Display 
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5. Press £7) (Exit) to return to the editing screen. 


Illustrator or Aldus Freehand 
for the Macintosh. Create a 
newsletter and experiment uith 
page layout with a page-design 
progran like Aldus PageMaker 
for either IBN or Macintosh. 
Prepare graphs, illustrations, 


forns, applications, statlon- 
ery, brochures, catalogs, re- 
ports, and much nore—casily-—- 
with desktop publishing on a 


personal computer. 


There are many software and 
hardvare enhancenents that can 
broaden your desktop publishing 
talents. Word processors give 
you powerful editing and docu- 
ment creation capabilities. 
Page-design software lets you 
shape your finished naterial 
into blocks or colunns of text, 
and it lets you Insert or out- 


C:\UPS1\BOOK\COLUMN . TXT 


Col 2 Doc 1 Pg 1 Ln 2” Pos 4.5" 


Text Column 


The columns are 
separated and appear 
on-screen to be displayed 
one per page. Notice that 


in column 2, however, the 


cursor position still 
indicates that you are on 
page 1; column 2 will 
appear on page | in the 
printed document. 


To return to multiple-column display, repeat the same procedure but select Yes 


instead of No in Step 4. 


Parallel Columns 


Tour Schedule 


Location Hotel Sightsecing 
Tour of the 
Kasenatten 
and, if tine 
pernits, a 
short visit 
to the 
Luxenbourg 
Swiss area. 


Luxembourg Hotel 
Aerogolf 


Porta Nigra; 
Cathedral 
and Inperial 
Baths 


Renarks 


The Kasenatten 
are an ancient 
fortification: 
the Luxerbourg 
Swiss area is one 
of the rost 
picturesque arcas 
of the country. 


Supposedly 
founded in 2009 
B.C. 


Parallel columns are read 
from left to right across 
the page. You may want 
to use parallel columns, 
for example, in an 
itinerary in which dates 
are typed in the first 
column and other 
information about the trip 
is typed in subsequent 
columns. You first define 
the columns you need, 
and then enter the 
headings and text. Keep 
in mind that you can use 
the normal editing 
commands to modify text 
within a parallel column. 
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LL eS 


Before you begin to define and type text in parallel columns, you may want to enter 
a heading for the document. Follow these steps: 


1. Press *Shift) F6) to activate the Center command. 

© Access the Layout pull-down menu, select Align, and choose Center. 
2. Type the document's heading. 
3. Press “Enter) twice to move down the page. 


Defining Columns- 
To define parallel columns, follow these steps: 


1. Press [Alt] EZ) to activate the Columns/Table command, select Columns 
(1), and choose Define (3). 


C> Access the Layout pull-down menu, select Columns, and choose 
Define. 


2. Select Type (1). 


Text Column Def inition 
1 - Type 
Z - Munber of Colunns 
3 — Distance Between Columns 
4 - Margins 


Colunn Left Right Colunn Left Right 

i: i” 4“ 13: 

2: 4.5” 7.5" 14: 

3: : 

4: 

5: 

6: 

@: 

0: 

3: | 3. Choose either Parallel 
ii: 
12: | (2) or Parallel with 


2 Faraliel: 3 Faraliel with Block Protect:]o Block Protect (3). 


Column Type: 1 Mewspaper: 


The Parallel with Block Protect option prevents a horizontal block of columnar text 
from being split by a soft page break. If a column reaches the bottom margin but is 
too long to fit on the page, the entire horizontal block of columns is moved to the 
Next page. 


4. Select Number of Columns (2). type the number of columns you want, 
and press ~Enter]. 
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Text Columns 


ee es ee ee ee eS Se 


5. Select Distance Between Columns (3). 


WordPerfect automatically calculates the margin settings with 0.5" 
(one-half inch) between columns, but you can space the columns as 
close together or as far apart as you want. 


6. To accept the default settings, press (“Enter). 


Text Coluan Def inition 


1 - Type Parallel 


E ae eee ? Or to specify columns 
Oe ee of different widths, 
choose Margins (4) and 
type the new settings 
for Left and Right 
column margins. Press 
(Enter) after each 


number. 


Left Right 


Selection: 0 


7. Press (“Enter) to return to the Columns menu. 
8. Select On (1) to tum on the Columns feature. 


Entering Column Headings 


Tour Schedule 
Date Location Hote! Sightseeing Renarks 


You can enter a 
centered column 
heading above each 
parallel column. 


Col 1 Doc 1 Py 1 Ln 1.67" Pos 0.5” 
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To enter a centered heading above each column, follow this procedure: 


1. 


Y 


Press 2Shift) F6) to activate the Center command. 

T Access the Layout pull-down menu, select Align, and choose Center. 
Type the first column heading. 

To move to the next column, press Ctri).~Enter) (Hard Page). 

With the cursor in that column, press Shift) F6) (Center) again. 

C Access the Layout pull-down menu, select Align, and choose Center. 


Type the second column heading. 


. Repeat this procedure until you have entered all the column headings. 
I: 


After you type the last column heading, press ‘Ctrl)'~Enter) (Hard Page). 


WordPerfect inserts a blank line and positions the cursor at the first column on the 
left of the page. 


Entering Text 


Type text into parallel columns by moving from column to column across the page. 
After typing the text in the first column, press Hard Page (Ctrl-Enter) to move the 
cursor to the next column. When you press Hard Page in the far right column, the 
cursor returns to the first column on the left. 


Tour Schedule 


Hotel Sightseeing Remarks 


Hotel The Kasematten 

ee fortif ication: You can begin typing the 
Suiss are next group of column 
entries. WordPerfect 
automatically inserts one 
blank line to separate the 


horizontal blocks of text. 


Col 5 Doc 1 Py 1 Ln 3.5” Pos 6.15” 


To create an empty column, press Hard Page (Ctrl-Enter) twice. 


o Math Columns 


Math Columns 


WordPerfect’s Math feature is designed to provide limited calculation capabilities 
for simple math operations. WordPerfect can calculate subtotals, totals, and grand 
totals down columns of numbers. The program can add, subtract, multiply, and 
divide, as well as calculate averages. The most common and simplest math 
operations calculate and display the totals of numbers down a column. More 
complex operations calculate and display the results of computations involving 
numbers in different columns on the same line. 


Performing Simple Math Operations 


Math operations that involve totals down a column of numbers are the simplest to 
perform. For these operations, you complete this set of procedures: 


e Set tabs for math columns. 

e Turn on the Math feature. 

e Enter numbers and math operators in the columns. 
e Calculate the results. 

e Tum off the Math feature. 


The steps required for each of these procedures are described in the text that 
follows. 


Setting Tabs for Math Columns 
To set tabs for math columns, use this procedure: 


. Position the cursor on the line following the column headings (if any). 

2. Press [eShift)(F8) to activate the Format command, and select Line (1). 
Access the Layout pull-down menu and select Line. 

3. From the Format: Line menu, choose Tab Set (8). 

4. Press (Ctr) End) (Delete to End of Line) to remove all existing tab 
stops. 

5. Move the cursor to the place where you want the first tab, and press 
(L) for Left to set the tab stop for the first column. 


6. Repeat this procedure for the remaining columns. 
7. Press (F7) (Exit) twice to return to the editing screen. 
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Be sure that the columns are wide enough to accommodate the largest numbers you 
will use. Also keep in mind that the first math column begins at the first tab stop, not 


at the left margin. The left margin is reserved for labels, row headings, or other 
material not calculated. 


Turning on the Math Feature 
To turn on the Math feature, follow these steps: 


1. Position the cursor after the tab settings for math columns but before the 
part of the document that is to contain the math operations. 


2. Press “Alt) F7) to activate the Columns/Table command, select Math (3), 
and choose On (1). 


(=) Access the Layout pull- 
down menu, choose 
Math, and select On. 


The Math indicator appears at the lower left of the screen, showing that the cursor is 
in the math area. 


Entering Numbers and Math Operators 
To enter numbers and math operators in the columns, use this procedure: 


1. Press Tab) or Ctrl) F6) (Tab Align) until the cursor is located in the 
correct column. 
i> Access the Layout pull-down menu, choose Align, and select Tab 
Align to position the cursor in the appropriate column. 
WordPerfect displays the following prompt: 
Align char = . Math 


Math Columns 


Loaf and Mug Cafe 
Bank Reconciliation 
June 31, 1990 


Balance per bank statenent 2. In the column, type the 
Add: Deposit in transit 
number and/or math 


Less: Checks outstanding operator you want to 


. Z775 (Eden Foods) . appear. 
. 2776 (Elmer's Bakery) ‘ 
‘SGA be If you enter a number 
that contains a period, 
Adjusted balance the number is aligned 


on the decimal point. 


Align char = . Math Doc 1 Pg 1 Ln 4” Pos 6" 


3. Press (Tab*) to move to the next column and enter data. Or press 


~Enter) to go to the next line. 
4. Type additional numbers and/or math operators in the columns. 


You can use the following math operators to perform simple math openitions 
down a column of numbers: 


(+) Subtotal 

Ct) Extra subtotal 
(=) Total 

(T) Extra total 

=] Grand total 

(N) Negative number 


When you enter an operator, only the operator is displayed. The math results are 
not shown until you calculate the results. 


Calculating the Results 
To calculate the results, use this procedure: 


1. Position the cursor anywhere in the math area. 
2. Press (Ät FZ) (Columns/Table), select Math (3), and choose 
Calculate (4). 
Access the Layout pull-down menu, choose Math, and select 
Calculate. 
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a ENOS WordPerfect calculates the 
Balance per bank statenent 345. results and inserts them next 
Add: Deposit in transit $ 

to the math operators; the 

TRER PEPEE E results are aligned on the 
to. tabs. Note that the math 
operators displayed on- 
screen do not appear in the 
Adjusted balance 455 .03- printed document. Note also 
that if you make changes to 
the numbers or operators, 
Doc 1 Pg 1 Ln 4” Pos 6.1" you must recalculate. 


Mo. 
Mo. 
Ma 


. Z778 (S.ñ. Dairy) 


Turning Off the Math Feature 
Use the following procedure to tum off the Math feature: 


1. Position the cursor after the math area. 
2. Press “AIt FZ) (Columns/Table), select Math (3), and choose Off (2). 
(9 Access the Layout pull-down menu, choose Math, and select Off. 


Performing More Complex Math Operations 


More complex math operations in WordPerfect require you to use the Math 
Definition screen to “define” each column. Math columns that are defined require 
more planning than simple math columns. On the Math Definition screen, you must 
identify each column as numeric, total, text, or calculation. When you build complex 
math columns, you use the same procedure as for building simple math columns, but 
you add the step of defining the columns after you set the tab stops. 


When you define the column type and format, you specify what calculations you 
want performed and how you want the results displayed. The instructions you 
provide are called the math definition. 


You can define four types of columns in your math definition: numeric, total, text, 
and calculation. 
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Itea Description 


Felt-tip pens $45.60 
Erasers 12.15 
Mech. pencils 36.9% 


$. 


Iten Description Stock Muaber 


Felt-tip pens 4175 
Era 


sers 3345 
Mech. pencils 4560 


Service revenue 
nses 
Enployee wages $5,400. 
Advertising 1,250, 
Insurance 1,000. 
Total expenses 


Income for the ronth 


Dollars on Hand 


Doc 1 Pg 1 Ln 2” Pos 5.8” 


Dollars on Hand 


Doc 1 Pg 1 Ln 2“ Pos 6.1" 


Doc 1 Pg 1 Ln 3” Pos 5.8" 


Math Columns 


Columns A and B are 
descriptions that do not 
involve math; therefore, 
they are defined as text 
columns. Although you 
can enter numbers or text 
in text columns, anything 
entered in these columns 
cannot be used in 
calculations. 


ij Column C is a numeric 


column, the default setting. 
which can be used in 
calculations, The text in 
the heading of column C 
does not affect the 
calculations. This type of 
column, the most common 
type used in math 
functions, is calculated and 
then displays the subtotals, 
totals, or grand totals 
below the other numbers 
in the column. 


A total column is 
convenient for offsetting 
totals from the numbers 
added in the column 
immediately to the left. 
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Here the results of the 
total column have been 
calculated. 


C:\UPSINBOOKN TOTAL .COL Doc 1 Pg 1 Ln 1” Pos 1” 


A calculation column 
uses formulas to make 
calculations from 
numbers that are 
displayed across the 


page. 


Total] amount billed 


Doc 1 Pg 1 Ln 2" Pos 6.5” 


1” springs : 
S” springs 3z 8.001 


; Here the results of the 
Leaf springs z? 14.010 


calculation column have 
been calculated. 


BRE 


Total amount billed 


Doc 1 Py 1 Ln 1.67” Pos 6.8” 
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To begin setting the math definition, follow these steps: 


Set the tabs for the columns. 
Position the cursor after the tab settings for math columns but before 
the part of the document that is to contain the math operations. 
3. Press [Alt]: F7} to activate the Columns/Table command, select Math 
(3), and choose Define (3). 
CƏ Access the Layout pull-down menu, choose Math, and select 
Define. 


Y 


Use arrou keys to position cursor 


Math Definition 
Colunns ABCDEFGHIJKLANOPQRSTUVUX 


Type 222222222222222222222222 


Negative Nunbers CCOCCOCOCOCOOCOECCOCECOCOCCOCCE 


Munber of Digits to 2222222222222 22222222222 . 
the Right (0-4) WordPerfect displays 
the Math Definition 


Calculation 1 

2 

3 

4 screen. 


Fornulas 


Type of Colunn: 


0 = Calculation 3 = Total 


1 = Text 2 = Muneric 
Negative Nunbers 


( = Parentheses (50.00) - = Minus Sign -50.00 


Press Exit when done 


The Math Definition screen is divided into three parts. The top part enables you to 
specify certain characteristics of the columns. WordPerfect uses the letters A 
through X to identify the 24 possible math columns. Notice in the third row of the 
screen that all the columns are preset to the numeric type. 


Keep in mind that WordPerfect references columns in left-to-right order. The left 
margin is not a math column; numbers there cannot be added, but the left margin 
can be used for text and noncalculated numbers. Therefore, the first tab stop, not 
the left margin, is column A. The second tab stop is column B, the third tab stop is 


column C, and so on. 


In the middle part of the Math Definition screen, you can specify calculation 
formulas for as many as four columns. The bottom part of the screen explains the 
codes used to indicate the type of column. You cannot insert information or make 


changes on the bottom part of the screen. 
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If you want to use the default settings (numeric columns, negative numbers displayed 
in parentheses, and two digits to the right of the decimal point), you do not need to 
define the math columns. Simply press Exit (F7) to complete the math definition. 


If you are making setting changes, however, you need to perform some additional 
steps: 


1. Use the arrow keys to position the cursor in the Type row (under the 
desired column letter in the Columns row). 


2. Press the number for the Type of column: 
(0) = Calculation 


(1) = Text 
(2) = Numeric 
(3) = Total 


3. Press _() or L) in the Negative Numbers row to specify how negative 
math results should be displayed. 


4. For each column, type the number of digits you want displayed after the 
decimal point. Decimals are rounded to the degree of accuracy you 
specify. 

5. When you finish defining the type and format for each column, press 
-F7 ) (Exit) to return to the editing screen. 


Using Calculation Columns 


Calculation columns use formulas to calculate numbers across a row of a WordPerfect 
document. When you enter 0 for the column type on the Math Definition screen, 
WordPerfect automatically moves the cursor to the middle of the screen so that you 


can enter a formula for the calculation column. You can enter formulas in as many as 
á of WordPerfect’s possible 24 math columns. 


To build calculation columns, follow these steps: 


1. Set tabs and display the Math Definition screen, using the procedures 
described earlier in this chapter. 
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Math Definition 
Colunns 

Type 

Megative Munbers 


Nunber of Digits to 
the Right (0-4) 


Calculation 1 

Fornu las 2 

3 

4 

Type of Colunn: 
O = Calculation 


Megative Nunbers 


( = Parentheses (50.00) 


Press Exit uhen done 


Use arrou keys to position cursor 


ABCDEFGHIJKLANOPQRSTUUVUX 
222022222222222222222222 
CCCCCUCUCCCCCCCCCCCCCCCCCC 
0322222222222222 22222222 


A»B»(-C7100°1) 


3 = Total 


1 = Text 2 = Muneric 


- = Minus Sign -50.00 


Math Columns 


o mem l o 


2. Position the cursor in 
the Type row (under 
the appropriate letter in 
the Columns row) and 
press (0). 

The cursor jumps to the 
first available Calculation 
Formulas line. 


3. Type the formula and then press (Enter) to leave the formula line and 
retum to the top part of the Math Definition screen. 


4. After you enter the formula, press (EZ) (Exit) to return to the Math 


menu. 


5. Select On (1) to turn on the Math feature. 
6. Type the text and numbers in the columns. 


Product 

1" springs 
5" springs 
Leaf springs 


Total amount billed 


Discount finount 


15% 
38% 
257 


Doc 1 Pg 1 Ln 2" Pos 6.5" 


WordPerfect inserts into 
the document an 
exclamation point (!) 
when you tab over to a 
column that is defined 
as a calculation column. 


7. Press (AIt)(F7} (Columns/Table) and select Math (3). 
Ð Access the Layout pull-down menu and choose Math. 
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8. Select Calculate (4) to 
calculate the formula 


Total anount billed you've entered. 


Doc 1 Pg 1 Ln 1.67” Pos 6.6" 


Formulas are composed of numbers, column identifiers, and math operators. If you 
include a column letter, such as A, the formula uses in the calculations the number in 
column A. When you type a calculation formula, don’t include any spaces. And don’t 
press Enter until you have finished entering the formula. 


Note the following sample formulas: 


Formula Result 


3°3-2 7 

3°(3-2) 3 

3°A+B 17 Gf column A=4 and column B=5) 
3°(A+B) 27 


A calculation formula can include numbers in other columns (either to the left or 
right of the calculation column) in the same row of the document. In addition, a 
formula can include the number appearing in the calculation column on the 
preceding line of the document, and any numbers you type into the formula. 


A formula can include the following standard arithmetic operators: 


(+) Adds 

‘-) Subtracts 
[=] Multiplies 
7 Divides 
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You must enter these special math operators by themselves on the formula line: 


Adds the numbers in the numeric columns 
(+)(-) Averages the numbers in the numeric columns 
(=) Adds the numbers in the total columns 


(=|) Averages the numbers in the total columns 


A formula is calculated from left to right. If you want a math expression to calculate 


before other items, place that expression in parentheses. However, you cannot use 
nested parentheses, such as (3+(3°A))—B, as you can in algebra. If you want to 
include a fraction, place it in parentheses or use its decimal equivalent—for 


example, (1/3) or 0.33. 


Summary 


This chapter described WordPerfect's feature for creating two types of text 
columns: newspaper and parallel. You learned to create newspaper-style columns 
that wrap from the bottom of one column to the top of the next. And you leamed 
to create parallel columns that are read from left to right across the page. You also 
explored the use of math columns. First you examined WordPerfect's simple math 
capabilities for totaling numbers in a column. Then you looked at the Math feature 
for performing more complex calculations. In the next chapter, you will learn 


about WordPerfect’s Table feature. 
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Creating Tables 


Creating the structure for a table 
Entering and editing text within a table 
Using the table editor options 
Inserting and deleting rows and columns 
Joining and splitting cells 
Changing the grid lines 
Shading rows 
Adjusting column widths 
Specifying cell attributes 
Aligning text within cells 


Chapter 13: Creating Tables 


Although the Table feature is one of WordPerfect’s most powerful features, tables are 
easy to create—even for a first-time user. You can create a table on a blank screen or 


in an existing document. You can create a table of any size, which can be located 
anywhere within the document. 


The Table feature combines the best aspects of columns, math functions, and 
spreadsheets. For creating tabular material, you will find the Table feature easier to 
use than inserting tab stops. If you use a spreadsheet program—especially 


PlanPerfect 5.0—you already know approximately 90 percent of how the Table 
feature works. 


With the Table feature, you can create parallel columns, create merge templates that 
function as fill-in forms, create mathematical formulas and perform math functions, 
sort data, import spreadsheet information into a table, place a table in a graphics box, 
and place a graphics box in a table. You can retrieve into a document a spreadsheet 


as a table. And you can use the Retrieve and Text In/Out features to bring text and 
numerical data into a table. 


This chapter shows you how to create the structure for a table, enter text into the 
table, and edit the text within the table. You then learn how to use the table editor 
options. Specifically, you learn to edit the table structure—insert and delete rows and 
columns, join and split cells, change the grid lines, and shade certain cells. You learn 


also to format the cells—adjust the column widths, specify cell attributes (such as 
boldface type), and align text within cells. 


Å mm >. yt o 


Key Terms in This Chapter 


Rows Horizontal lines of cells, named from top to bottom with 


numbers beginning with 1 


Columns Vertical stacks of cells, named from left to right with letters 
of the alphabet beginning with A 

Cell The intersection of a row and a column in a table 

Spreadsheet 


In computer terms, an electronic replacement for an 
accountants pad 


Table structure The physical layout of the rows and columns, the size, and 


the type of grid lines 
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Cell format The appearance of the text in the cells 


Table editor A WordPerfect feature that enables you to define and 
change a table’s structure and cell format 


yu 


Understanding Table Basics 


When you create a table, a group of empty boxes, called cells, forms a grid on- 
screen. The grid is composed of columns and rows of cells. Columns are vertical 
stacks of cells, named from left to right with letters of the alphabet beginning with 
A. Rows are horizontal lines of cells, named from top to bottom with numbers 
beginning with 1. 


A cell is the intersection of 
a column and a row, The 
cell takes its name from 
the column and row, For 
example, the cell formed 
by the intersection of 
column A and row 1 is 
called cell A1. 


. A B c 


a ee | | 
A a EN 


Column Row 


Within a cell, you can use all of WordPerfect's font attributes for size and 
appearance to format text. In addition, text-editing keys and cursor-movement 
keys, with a few exceptions, function as they do in the main document. 


WordPerfect’s table editor enables you to define and change a table's structure and 
cell format. The table structure is the physical layout of the rows and columns, the 
size, and the type of grid lines. The cell format is the appearance of the text in 

the cells. You cannot enter or edit text while the table editor is active. 


Creating a Table 


With WordPerfect’s Table feature, creating a basic table is reduced to a few simple 
steps. You don’t need to bother setting tab stops or defining columns. Instead, you 
use the Table feature to create a column and row structure. Then you can move 
the cursor within that structure, enter text, and edit it. 
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Creating the Table Structure 


Before you create the table structure, plan how many rows and columns the table 


will have. Although you cart edit the structure later, planning will save you some time 
and effort. 


Suppose that you want to create a table structure that is three columns wide and five 
rows deep. WordPerfect automatically calculates the space between the document's 
left and right margins, and formats the column widths to fill all available space. 


To create the table structure, follow these steps: 


1. Move the cursor to the left margin. 


2. Press {Alt).F7) to activate the Columns/Table command, and select 
Tables (2). 


Access the Layout pull- 
down menu and select 
Tables. 


Justify > 
Align > 


WordPerfect displays a new menu: 
Table: 1 Create; 2 Edit: 0 
3. Select Create (1). 
WordPerfect displays the prompt Number of Columns: 3, showing a 
default of 3. 
4. Type a value from 1 to 32 and press Enter). For this example, press 
~Enter) to create a table with three columns. 


WordPerfect displays the prompt Number of Rows: 1, showing a 
default of 1. By default, WordPerfect creates a single row that is one text 
line high. 
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5. Type a value from 1 to 32,765 and press (Enter). For this example, 
type 5 and press (Enter) to create a table with five rows. 


Table Edit: 


WordPerfect creates a 
blank table and displays 
the table editor menu. 


The status line at the 
bottom of the screen 
indicates the cell 
location of the cursor. 


Press Exit when done Doc 1 Pg 1 Ln 1.14" Pos 1.12” 


Ctrl-frrows Colunn Widths: Ins Insert: Del Delete: Move Move/Copy: 
1 Size; 2 Format: 3 Lines: 4 Header: 5 Math; 6 Options: ? Join: B Split: 0 


7. 


8. 


While the table editor is active, WordPerfect expands the cursor to 
highlight the cell in which the cursor is located. When you create a 
table, WordPerfect places the cursor in cell Al (the upper left corner of 
the table). 

At this point, you can use one or more of the table editor options to 
define the table’s format, or you can exit from the table editor and 
return to the main document. You will leam more about the table 
editor and its options throughout this chapter. 

For this example, press (E7) (Exit) to leave the table editor. 

The cursor returns to jts normal size and remains in the cell where it 
was located when you pressed (F7). 

Press (F10) (Save) to save the table structure you have created. 

œ Access the File pull-down menu and select Save. 

Type test.tbl as the name of the file and press (Enter). 


Moving the Cursor within a Table 


Moving 
docume 


the cursor within a table is as easy as moving the cursor in the main 
nt. Within a table, when the table editor is not activated, most of the 


307 


I sia stented 


Introduction 


Getting 
Started 


| 
| 

| Editing 

| 

Working 

| with Blocks 
Í 

| 

| 

| 


Formatting 
Lines and 
Paragraphs 


| Formatting 
' Pages 


l Proofreading 
' Printing 


Managing 
Files 


Creating 
Macros 


Merging 
Documents 


Sorting and 
Selecting 


Using 
Columns 


Jeu SS SS a a a a 
~ i a >> 
ey r” 
Mm i 
f he ' 


Referencing 


Creaung 
Graphics 


Appendix A 


Appendix B 


Index 


Chapter 13: Creating Tables 


cursor-movement keys function as they do in the main document. Here are a few of 
the basic keys you can use for moving within a table: 


Keys) Function 
‘Tab 5) Moves the cursor forward to the next cell—from cell Al 


to cell B1, for example, or from cell C1 to cell A2 if the 
cursor is in the last cell of the row 


@Shift)(Tab 5) Moves the cursor backward one cell 
(t) Moves the cursor up one cell in a column 


4) Moves the cursor down one cell in a column 


You can use Home and Ctrl-Home with the arrow keys to move more quickly within 
the table. On an Enhanced Keyboard, you can use also the Alt key with the arrow 
keys, or Alt-Home-arrow key combinations to speed movement within the table. 


C The mouse moves the cursor within a table in the same way as in a regular 


document. Move the mouse pointer to the cell in which you want the cursor 
positioned, and click the left button. 


Entering Text in a Table 


You can enter, format, or edit text in a cell within a table in the same way that you 
accomplish these tasks in the main document. As you enter text in a cell, the cell 
expands downward as necessary. As you delete text, the cell contracts to the smallest 
height required by the largest cell in the row. 


Suppose that you want to display gardening information within a table. With 
TEST.TBL displayed on-screen, follow these steps to add text to the table structure: 


. Position the cursor in cell A1. 

. Type Plant Name 

Press Tab=) to move to cell B1, and type Height Cin.) 
Press Jab*=) to move to cell C1, and type Bloomtime 
Press Jab*} to move to cell A2, and type Aster 

Press Tab*=} to move to cell B2, and type 24-48 

Press Tab=] to move to cell C2, and type Sept.-Oct. 


NAW DR YWN = 
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8. Move the cursor to each of the following cells and type the entry 


indicated: 
Cell 


A3 
B3 
C3 


D:\UPS1\BOOKNGARDEN . TBL 


What You Type 


Columbine 
24-30 
May-June 
Coralbells 
12-24 
June-Aug. 
Zinnia 
12-30 
July-Oct. 


Cell CS Doc 1 Py 1 Ln 2.26" Pos 6.33" 


Editing Text within a Table 


10. 


Press (F10) (Save) to 

save the table you've 

created. 

C3 Access the File 
pull-down menu 
and select Save. 


Type garden.tbl and 
press Enter). 


With the Table feature, editing text within a table is as easy as editing text in the 
main document. Use the following keys to edit text within a table just as you use 


the keys for editing in a document: 


Kes) 

(Del) 

(Backspace) 
(Ctri)(*«Backspace) 


Funchton 


-m_e m eS ee 


Deletes a single character at the cursor position 
Deletes a single character to the left of the cursor 
Deletes a word at the cursor position 
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Keys) Function 

(Home)+ Backspace Deletes a word to the left of the cursor 

(Ctr) End) Deletes text from the cursor to the end of the line (or 
to the end of the cell on an Enhanced Keyboard) 

(Ctrl) PaDn) Deletes text from the cursor to the end of the cell (or 


to the end of the table on an Enhanced Keyboard) 


You can also block contiguous cells within the table and then delete them. You 
perform all these editing operations within the table while the table editor is turned 
off. WordPerfect deletes only the text within the cells, not the cells themselves. To 
delete an entire row or column of cells, you use the table editor. 


Understanding the Table Editor 


The table editor enables you to define or modify the structure or format of a table. 
Remember that the table structure is the physical layout of the rows and columns, the 
size, and the type of grid lines. The table format is the appearance of the text in the 
rows, columns, and cells. You can use the table editor whenever you edit a 


document containing a table. Keep in mind that text cannot be entered or edited 
while the table editor is active. 


Note: Once the table editor is active, you cannot access the pull-down menu bar. 
You can, however, use the mouse to select options on the table editor menu. 


WordPerfect automatically stans the table editor in the following instances: 


e You finish creating a new table's basic structure. 


e You press Columns/Table (Alt-F7) when the cursor is located within a 
table. 


If a document contains one or more tables and the cursor is not located within one 
of them, you can invoke the table editor with the following procedure: 


1. Press Alt]. F7) to activate the Columns/Table command. 
f= Access the Layout pull-down menu. 

2. Select Tables (2). 

3. Select Edit (2). 
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ee a es a e ee ee a ee ese es 


The margins and tab settings used for a table are the same as those used for the 
section of the document in which the table was created. The rest of the table's 
structure and format is defined by defaults you can change. 


Each option accessible 
from the table editor 
menu is listed in table 
13.1. Also listed are 
options not shown on the 
menu. 


Cell Al Doc 1 Pg i Ln 1.14" Pos 1.12" 


Table Edit: Press Exit when done 


Ctrl-frrows Colunn Widths: Ins Insert: Del Delete; Move Move/Copy: 
1 Size: 2 Format: 3 Lines: 4 Header: 5 Math: 6 Options: 7 Join: 8 Split: 0 


Table 13.1 
Table Editor Menu Options and Unlisted Options 


Option Function 


ee 


Expands the column containing the cursor one 
character width to the right each time you use the 
key combination. 

Contracts the column containing the cursor one 
character width to the left each time you use the 
key combination. 

Inserts one or more columns or rows. 


Ctre 


Uns) 
(Del) 
(Ctre), <cell name 


(Ctri(F4) 


Deletes one or more columns or rows. 


Moves the cursor to the specified cell location. 
This feature is not listed on the table editor menu. 
Moves, copies, deletes, or retrieves a block, cell, 
column, or row. (Note: Text moved or copied 
with the table editor can be accessed only while 
you are using the table editor.) 

Adds one or more columns or rows to a table, or 
deletes one or more columns or rows from the 
table. 


Size (1) 
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Option 


Format (2) 


Lines (3) 


Header (4) 


Math (5) 


Options (6) 


Join (7) 


Split (8) 


F1) (Cancel) 


Table 13.1—continued 


Function 


Accesses additional submenus from which you can choose a 
variety of formatting options for a cell, a block of cells, or a 
column. For example, you can select font attributes (such as 
size and appearance), alignment, cell protection, and number 
of decimal places. In addition, you have options for 


designating whether rows include only one line of text or 
multiple lines. 


Displays a submenu that enables you to change the style of 
the grid lines, both within and outside the table. In addition, 


you can choose an option to tum off grid lines and another to 
shade specified cells. 


Displays a submenu that enables you to designate the number 
of rows in the header. A header is repeated on every page of 
a multiple-page table. 


Displays a submenu that enables you to designate the math 
operation to be performed in a cell. 


Displays a submenu that enables you to designate the spacing 
between the text and grid lines; the display of negative results 
(minus sign or parentheses); the position of the table on the 
page; and the amount of shading (as a percentage of black). 
Displays a submenu that enables you to combine two or 
more cells into a single cell, provided that the cells to be 
merged are highlighted with the Block feature. 


Displays a submenu that enables you to create new columns 
or rows in the space occupied by a column or row. If you use 
Block to highlight more than one column or row before 
invoking this feature, all the highlighted columns or rows are 
split. 

Restores the last block, column, or row deleted with the table 
editor. This feature is not listed on the table editor menu. 


Editing the Table Structure 


Editing the Table Structure 


You can change the structure or format of a cell, a row, a column, or an entire 
table at any time, regardless of whether the table contains text. Whether the table 
contains text or is empty, the steps for editing the structure and format of the table 
are the same. 


In this section, you learn to edit the table’s structure. Specifically, you learn how to 
insert and delete rows and columns, to join and split cells, to change the grid lines, 
and to shade rows. The next section, “Formatting Cells,” shows you how to change 
the cell format. 


Inserting and Deleting Columns and Rows 


With the table editor, you can either delete a column or row from i table, or insert 
a column or row. When you delete the column or row, you delete it from the 
table’s structure, as well as the contents of that column or row. You can use Cancel 
(F1) to restore a deleted column or row, along with its contents. 


To add a column or row at the top or left of a table, follow these steps: 


1. Retrieve the file (in this example, GARDEN.TBL) if it isn't already 
displayed on-screen. 
Press (Home), (Home), (t) to move the cursor to the top of the 
document, above the table. 
3. Press (AIt){F7) (Columns/Table), select Tables (2), and choose Edit (2). 
Access the Layout pull-down menu, select Tables, and choose 
Edit. 
WordPerfect automatically moves the cursor to cell Al and displays the 
table editor menu. 


Press (ins). 


5. Select Rows (1) or Columns (2). For this example, select Rows (1). 


N 
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6. Type the number of 
rows or columns you 
want to add, and then 
press (Enter). 

In this case, just press 
(Enter) to add one row 
(the default) to the top 
of the table. 


Table Edit: Press Exit when done Cell Al Doc 1 Pg 1 Ln 1.14" Pos 1.12” 


Ctrl-firrows Column Widths: Ins Insert: Del Delete: Move Move-Copy: 
1 Size: 2 Format: 3 Lines: 4 Header: 5 Math: 6 Options: 7 Join: 8 Split: 0 


To insert a row or column within a table, follow these steps: 


1. Press (Home) 4) to position the cursor at the bottom left of the screen. 
2. Press {Ins}. 


3. Select Rows (1) or Columns (2). In this case, select Rows (1). 


4. Type the number of 
rows or columns you 
want to insert, and 
press (Enter). 

For this example, just 
press (~Enter) to insert 
one row (the default) 


near the bottom of the 
Table Edit: Press Exit when done Cell A6 Doc 1 Pg 1 Ln 2.57” Pos 1.12” table. 


Ctri-firrows Column Widths; Ins Insert: Del Delete: Move MoveCopy: 
1 Size: 2 Format: J Lines: 4 Header: S Math: 6 Options: 7 Join: 8 Split: 0 


To delete a row or column from a table, follow these steps: 


1. Place the cursor in the row or column you want to delete. For this 
example, move the cursor to the new row you inserted near the bottom 
of the table. 


2. Press Del). 
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3. Select Rows (1) or Columns (2). In this case, select Rows (1). 
4. Type the number of rows or columns you want to delete, and press 


(Enter). For this example, press (Enter) to delete a single row. 
To restore a row or column you've deleted, follow these steps: 


1. Position the cursor where you want to restore the row or column. In 
this case, position the cursor in the bottom left cell. 

2. Press (F1) (Cancel). 

3. Select Yes at the confirmation prompt. 


After you insert a row or column, you must turn off the table editor before you can 
add text to that row or column. Follow these steps to tum off the table editor and 
add text to the row you have just restored: 


1. Press (FZ) to leave the table editor. 


2. Inthe restored row 
near the bottom of the 
tuble, type the 
following information 
in the cells indicated: 


Cell C6 Doc 1 Pg 1 Ln 2.57" Pos 6.33" 


3. Press (F10} (Save) to save the table you have created. 
CƏ Access the File pull-down menu and select Save. 


4. Type garden.tbl and press (Enter). 


Joining and Splitting Cells 


You can join, or combine, cells to make a larger cell. Before you join the cells, 
however, you must highlight them with the Block feature. Suppose, for example, 
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Cell What You Type 
AO Iris 

B6 24-60 

C6 April-May 
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that you want to combine the cells in the first row of the gardening table so that you 
can add a heading there. Follow these steps to join cells: 


1. With the cursor located within the table, press (Alt) FZ) (Columns/Table) 


to turn on the table editor. 
C> Access the Layout pull-down menu, select Tables, and choose Edit. 
. Move the cursor to the first cell of the cells you want to join. For this 
example, press (Home), Home). t) to move to cell A1. 
3. Highlight the block of cells by pressing (Alt{F4) or (F12) to activate the 


Block command. For this example, tum on the Block feature and press 
(Home) >) to highlight cells A1 through C1. 


4. Select Join (7) from the table editor menu. 
WordPerfect displays the following prompt: 
Join cells? No (Yes) 
5. Select Yes. 


Cells Al through Cl 
become a single cell 
named A1. 


Table Edit: Press Exit when done Cell A1 Poc 1 Pg 1 Ln 1.14” Pos 1.12” 


Ctrl-firrows Column Widths: Ins Insert: Del Delete: 
Header; 


Move Move-Copy: 
1 Size: 2 Format: 3 Lines: 4 : S Math: 6 Options: 7 Join: 8 Split: O 


6. Press 7) to leave the table editor. 


7. Enter text into the cell. In this case, type the heading GARDEN 
PLANNING GUIDE in cell A1. 


You can split a single cell or any number of cells in rows or columns. If you split the 
cells in an entire column, WordPerfect adds a complete column to the right of that 


column. If you split the cells in an entire row, WordPerfect adds a complete row 
below that row. 
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Split: 1 Rows; 2 Columns: 0 
5. Select Rows (1) or Columns (2). In this case, select Columns (2). 
WordPerfect displays the prompt Number of Columns: 1. 


| Introduction 
| 
, . ; , | Getting 
Suppose that you want to split the last column in the gardening table in order to | Started 
add a column at the right of the table. To split the cells in a column, follow these 
steps: } Editing 
1. With the cursor located within the table, press (ALD{EZ) (Columns/Table) | Working 
: _ with Blocks 
to turn on the table editor. 
L Access the Layout pull-down menu, select Tables, and choose Edit. 3 Formatting 
2. Position the cursor in the column or row you want to split. In this case, | ae 
move the cursor to cell C2. i 
i 
| Formatting 
' Pages 
3, Highlight the column |. Proofreading 
or row by pressing | 
(Alt)(F4) Or (F12) to l Printing 
activate the Block | 
Managing 
command. | Files 
For this example, tum 
on the Block feature j Sreang 
8 | Macros 
and press | s)to | 
Cell C? Doc 1 Pg 1 Ln 2.85" Pos 5.33" highlight cells C2 Merging 
Ctrl-Arrous Column Widths: Ins Insert: Del Delete: Hove Move/Copy through C7. _ Documents 
1 Size: 2 Format: 3 Lines: 4 Header; 5 Math: 6 Options: 7 Join: P split: 0 
Sorting and 
| Selecting 
4. Select Split (8) from the table editor menu. | 
WordPerfect displays the following menu: | Using 
Columns 
ll, 
E 
ie 


6. Type the number of rows or columns into which you want the Referencing 
highlighted row or column split, and then press (Enter). For this 
example, type 2 and press (Enter). ae 
Appendix A 
Appendix B 
Index 
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ARDEN PLAMMING GUIDE 


WordPerfect splits 
the column into 
two columns. 


Table Edit: Press Exit when done Cell C? Doc 1 Pg 1 Ln 3.61” Pos 5.33” 
Se Se eee r e e tS I I 


Ctri-ftrrows Column Widths: Ins Insert: Del Delete: Move Move/Copy: 
1 Size; Z Format: 3 Lines: 4 Header: S Math: 6 Options: 7 Join: 8 Split: 0 


7. Press (E7) (Exit) to leave the table editor. 


8. Enter text into the new cells created from the split operation. 


In the new column of the gardening table, type the following 
information in the specified cells: 


Cell What You Type 
D2 Light 

D3 P. shade 

D4 Sun/p. shade 
D5 Sun/p. shade 
D6 Sun 

D7 Sun 


Notice that when you 
type an entry wider than 
the width of the cell, 
WordPerfect wraps the 
entry to a second line. 


| 


Cell D2 Doc 1 Pg 1 Ln 3.35" Pos 6.71” 
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9. Press F10) (Save) to save the table you have created. 
CO Access the File pull-down menu and select Save. 
10. Type garden.tbl and press (Enter). 


Changing the Grid Lines 


A table is visually defined by a grid of graphics lines. Grid lines print with a 
document only if your printer can print graphics images. The default line settings 
are the following: 


e Double lines for the table’s outside edges 
e Single lines for the edges of each cell 


The Lines (3) option on the table editor menu enables you to edit the type of lines 
and the shading that define the table. Suppose that you want to change the grid 

lines in the gardening table so that all the lines are single, except that a double line 
is at the bottom of the cells containing the table subheadings, and no outside lines 


surround the table heading. 


With the cursor located within the table, press Alt-F7 to activate the table editor. 
Then complete the procedures that follow. 


To change all the lines in the table to single lines, follow these steps: 


1. Press (Home), (Home), (t) to position the cursor in cell A1. 
2. Press (ALt){F4) or (F12) to activate the Block command. 


(GARDEN PLANNING GUIDE | 


Height Cin.) tconttie [eime 
P. shade 


thay June [Sun7p 
shade 


3. Press ;Home), (Home), 
'+) to highlight the 
entire table. 


shade 


Apri! nay Sun 


l si ETO E i 
Zinnia k July-Uct. [Sun 
SSS ESE ES See 


June-fug. fSunsp | 


Cell D? Doc 1 Pg 1 Ln 3.35" Pos 6.41" 


Ctrl-ftrrows Column Widths: Ins Insert: Del Delete: Move MaverCopy: 
1 Size: 2 Format: 3 Lines: 4 Header: 5 Math: 6 Options: 7 Join: 8 Split: 0 
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4, Select Lines (3). 
5. Select All (7). 
6. Choose Single (2). 


To add a double underline under a particular row (in this example, the table 
subheadings), follow these steps: 


1. Position the cursor in the first cell of the row for which you want to 
change the lines. In this case, move the cursor to cell’ A2. 


2. Press (Alt) F4) or (F12) to activate the Block command. 
3. Press (Home)—) to highlight the row. 
4. Select Lines (3). 


5. To change only the 
line underneath the 


Cell DZ Doc 1 Py 1 Ln 1.39" Pos 6.41" 
Top-Single; Left=Single: Botton-Hone: Right=Single highlighted row, 


ng 
Lines: 1 Left; 2 Right: 3 Yop:[4 Botton: 5 Inside: 6 Outside; 7 All; 8 Shade: O 


select Bottom (4). 


6. To change that line to a double underline, choose Double (3). 
To erase the outside lines around the table heading, follow these steps: 


Press |Home), ‘Home), t) to position the cursor in cell A1. 
Select Lines (3). 

Select Outside (6). 

Choose None (1). 
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Editing the Table Structure 


Introduction 
Getting 
Started 
GARDEN PLANNING GUIDE 
Editing 
5. Press (F7} to leave ae 
Working 
the table editor and with Blocks 
display the table 
with modified grid Formatting 
li Lines and 
ines. Paragraphs 


Formatting 
Pages 


D:\WPS 1NBOOKNGARDEN . TBL Cell A1 Doc 1 Pg 1 Ln 1.1" Pos 1.08" 


Proofreading 


eea 


7 Panting 
Shading Rows : 
| Managing 
If your printer has graphics capabilities, you can emphasize the contents of a cell Files 
with the table editor’s Shade option. When the Shade option and Block feature are | 
used together, you can shade a row or column in a single operation. You can | ae 
make the table easier to read by using the Shade option on alternating rows or 
columns. You can also adjust the density of the shading. Merging 
Documents 
To shade alternating rows in a table, follow these steps: | 
a a | Sorting and 
1. With the cursor located within the table, press (AIt}E7) to activate the | Selecting 
table editor. | 
| Usin 
O3 Access the Layout pull-down menu, select Tables, and choose | ade 


Edit. 
2. Position the cursor in the first cell of the row you want to shade. For 
this example, move the cursor to cell A3. 


3. Press (AIt)(F4) or (F12) to activate the Block command. Deferencirig 
4. Press (Home>) to highlight the row. 

— 
5. Select Lines (3). patie 
Appendix A 


Appendix B 


Index 
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GARDEN FLAMING GUIDE 


Cell D3 Doc 1 Pg 1 Ln 1.7” Pos 6.41" 


Top=Single: Left<Single: Bottom-Mone: Right=Single 
Lines: 1 Left: Z Right: 3 Top: 4 Bottom: S Inside: 6 Outside: 7 AII:|8 Shade: 


| 6. Choose Shade (8). 


7. Select On (1). 


8. Position the cursor in the first cell of the next row you want to shade. 
For this example, move the cursor to cell A5 and repeat Steps 3 through 
7 to highlight that row. Then position the cursor in cell A7 and repeat 
Steps 3 through 7 to highlight that row. 


9. Press F7) (Exit) to leave the table editor. 


10. To see the effect of the 
shading on-screen, press 
'eShift}iE7) (Print) and 
select View Document 


GARDEN PLANNING GUIDE 


Plant Nane Heigèbt Cin. > = . (6). To get a clear view of 
| anon the table’s shading, select 
Colunbine | 24-30 200% (2). 

Coralbella O> Access the File pull- 
Iris down menu, choose 
Zinnia | Print, select View 


Document (6), and 
select 200% (2). 


11. Press £7) (Exit) to retum to the editing screen. 
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A Getting 
Formatting Cells Stared 
You can format cells in a table in several different ways. You can affect the display Editing 
of a cell or column, or the height of a row; you can change the font attributes for 

Working 


the size and appearance of the text in a cell (for example, you can make the text 
boldfaced or underlined); and you can select the justification of the text in the cell. 


with Blocks 


| 
| 
| 
| 
Introduction 
| 
| 
| 
| 
| 
| 
f 
| 


: : Formatting 
Note: You won't be able to see on-screen the results of some attributes. To see the Hines ond 
enhancements, you may have to leave the table editor and either use View Paragraphs 
Document or print the table. 
l Formatung 
Pages 


You access the format- 
ting features of the table l 

p : L Proofreading 
editor by selecting 
Format (2) from the i printing 
table editor menu. When | 
you make that selection, | Managing 


Table Edit: Press Exit when done Cell Al Doc 1 Pg 1 Ln 1.1" Pos 1.06" WordPertect displays al | ai 
Cell: Top:Left:Mornal Col: 6.4":Left:Mornal two-line menu at the | 
Format: 1 Cell: 2 Column: 3 Row Helght: 0 ` | Creating 
a bottom of the sereen. | Macros 
a 
Reading from the left, the information for the cell is its vertical alignment (Top), | es 
justification type (Left), and print/font attributes (Normal). The information for | 
the column is its width (6. 4"), justification type (Left), and print/font attributes | Sorting and 
Selecting 


(Normal). 


The second line of the Format menu lists the format options. 


You can use either of two methods to change a table's format: 


e Use the function keys to insert the appropriate codes—such as those 
for tabs and font attributes—into a cell or a blocked group of cells 
while entering or editing text. 


e Use the table editor (which also can change the table's structure). Cheating 
Graphics 


Referencing 


The table editor’s Format option enables you to define or change the formatting 

characteristics of a single cell or column. If you use the Block feature to highlight a Appendix A 
section of the table, you can define or change the formatting characteristics of the 
cells in the area highlighted. The only way to change the formatting characteristics 
of a row in a single formatting action is to highlight the row before you choose the 
Format option. 


Appendix I3 


Index 
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Adjusting the Width of Columns 


You can use the table editor to adjust the width of one or more columns within the 
table. Two methods for adjusting column widths are available. You can use Ctrl-<— 
and Ctrl-— to adjust the widths one character at a time. Or you can use the table 
editor’s Format option to set the column widths to specific measurements. 


Suppose, for example, that you want to adjust the widths of the columns in the 
gardening table. Using the first method described, follow these steps: 


1. Position the cursor within the table and press {Alt]F7) to turn on the 
table editor. 


(= Access the Layout pull-down menu, select Tables, and choose Edit. 
. To make the first column narrower, move the cursor to cell A2, press 


and hold down Ctrl) while you press (€) repeatedly until the column is 
_the width you want, and then release both keys. 


. To make the second column narrower, move the cursor to cell B2, press 
and hold down Ctrl) while you press €] repeatedly until the column is 
the width you want, and then release both keys. 

Notice that the text moves down to adjust to the new width. 


. To widen the third column, move the cursor to cell C2, press and hold 


down (CtriJ while you press f>) repeatedly until the column is the width 
you want, and then release both keys. 


ena iniaa 5. To widen the fourth 
eee poe A column, position the 
cursor in cell D2, press 
and hold down (Ctrl) 
while you press (2) 
repeatedly until the 
column is the width you 
want, and then release 
Cell DZ Doc 1 Pg 1 Ln 1.30" Pos 4.91" both keys. 


Ctri-ftrrows Column Widths: aa Insert: Del Delete; Move Move/Copy: 
1 Size: 2 Format: 3 Lines: 4 Header; S Math: 6 Option: 7 Jalin: 8 Split: 0 


Table Edit: Press Exit when done 


With the second method, you use the Format (2) option on the table editor menu 
to change the column width to an exact measure. With the table editor activated, 
follow these steps to change the width of a column: 


Position the cursor within the column you want to change. 
Select Format (2). 

Select Column (2). 

Select Width (1). 

Type an exact width and press (Enter). 


~~ SS 


SN 


Specifying Cell Attributes 


You can change attributes for a single cell, a highlighted block of cells, or a 
column. Suppose that you want to make the gardening table’s subheadings appear 
in boldface type. With the table displayed and the table editor activated, follow 
these steps: 


1. Position the cursor in the first cell of the row or column in which you 
want to change the attribute, or in any cell of an entire column in 
which you want to change the attribute. For this example, move the 
cursor to cell A2. 

2. To change the attribute for the cells in a row or for only some cells 
within a column, press (AIt)(F4) or (E12) to activate the Block | 
command, and then highlight the cells you want to change. In this 
case, tum on Block and press {Home)}\) to highlight the row. 

3. Select Format (2). 

4. Select Cell (1) to modify a single cell or a block of cells in a 

highlighted area, or select Column (2) to modify all the cells in a 

column. For this example, select Cell (1). 

Select Attributes (2). 

6. Select Size (1) or Appearance (2). In this case, select Appearance (2) 
and choose Bold (1). 

7. Press (F7) to leave the table editor. 


vi 
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8. To see the effect of the 
attribute change, press 
(Shift). F7) (Print) and 


GARDEN PLANNING GUIDE select View Document 


Plant Nane Height Bloomtine : 
on or a | (6). To get a clear view of 


the table's boldfaced sub- 
headings, select 200% (2). 


SS: C3 Access the File pull- 
Iris April-May 


—— | 
ce down menu, selec 


Print, choose View 
Document (6), and 
select 200% (2). 


P Fall Peqre @ Far iy Paqrs. 2 


9. Press {F7} (Exit) to return to the editing screen. 


Aligning Text within Cells or Columns 


You can align text within cells or columns in one of five ways: right, left, center, full, 
and on the decimal character. For the gardening table, you will center the heading, 
align the text at the right of the first column, and center the text in the second 
column. To make these alignment changes, follow these steps: 


1. With the cursor located within the table, press (AIt) F7) to activate the 
table editor. 


C:n Access the Layout pull-down menu, select Tables, and choose Edit. 

2. To center the table’s heading, position the cursor in cell A1, select 
Format (2), choose Cell (1), select Justify (3), and select Center (2). 

3. To align the text at the right of the first column, position the cursor in 
cell A2, select Format (2), select Column (2), choose Justify (3), and 
select Right (3). 

4. To center the text in the second column, position the cursor in cell B2, 


select Format (2), select Column (2), choose Justify (3), and select 
Center (2). 


—— — we o.c. «ag 


n Formatting Cells | 


| Introduction 


Getung 
5. Press 7) (Exit to leave | er 
the table editor. 
6. Press .F10) (Save) to 
save the table you have 
created. ! 


GARDEN PLANNING GUIDE 


Editing 


Working 
with Blocks 


(32 Access the File Formatting 
pull-down menu Lines and 
Paragraphs 
and select Save. | 
ł 
Ts Type garden.tbl and » Formatting 
= Í Dhira 
press “Enter). j; pe 
D:\WPS1\BOOX\GARDEN . TBL Cell B2 Doc 1 Pg 1 Ln 1.38" Pos 2.66" t 
' Proofreading 
To see the results of your formatting changes, as well as all the other changes | Printing 


you've made to the sample table, print the document on-screen. Follow these 
steps: » Managing 
. Files 


Creating 


1. Press eShitt) £7) to 


| 
, s i Macros 
e . Oe a b ’ 
ee eee activate the Print | i 
i e e e ` 3 

A EER = menu is displayed. P| acumen 
|P. shade | | 
[“cotunbine | 24-20 [way-sune | sunyp. shade | C: Access the File pull- | 

Columbine May-June Sun/p. shade t Soning and 


| Coralbells| 12-24 |June-Aug. | Sun/p. shade | down menu and selecting 
| _setris| 24-60 |april-May [sun č | choose Print. 
___Zimiaļ| 12-30 _|Juy-oct. |sun č | 

2. Select Full Document (1). 


Referencing 


Creating 
Graphics 
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Summary 


In this chapter, you learned about WordPerfect’s Table feature. Despite its substantial 
power, the Table feature is easy to use. You learned to create the table structure, 


enter and modify text within the table, modify the table structure, and change the 
format of cells within the table. 


In the next chapter, you are introduced to WordPerfect’s referencing features. You 


will learn how to create a number of referencing tools, such as footnotes and a table 
of contents, which supplement the main document. 
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Referencing 


Creating footnotes and endnotes 
Using a code to insert the current date and time 
Creating and editing outlines and numbered paragrapbs 
Numbering lines automatically 
Inserting document comments 


Using other referencing features 


Chapter 14: Referencing 


When you create a formal document, you often need to develop the manuscript 
through a number of drafts. Moreover, the document may need to include elements 
other than the main text, such as footnotes, an index, or a table of contents. 


WordPerfect has a number of referencing tools to help you develop a manuscript and 
create the related elements. 


As you develop your manuscript, you will find WordPerfect’s Outline, Paragraph 
Numbering, and Line Numbering features valuable for getting the project organized, 
and you will find these features convenient when conferring with others about 
particular passages. The Document Comment feature is handy for making notes to 
yourself about items that need further research. And you can use WordPerfect’s 
Footnote and Endnote feature to help you enter and keep track of reference 


information. As the manuscript evolves, you may want to use WordPerfect's date and 
time code to enter the current date on each draft. 


This chapter covers WordPerfect’s basic referencing tools and introduces some of the 
more advanced referencing features. Although the specifics of using the advanced 
features are beyond the scope of this book, you will learn how to access the features 
for creating a list, an index, a table of contents, and a table of authorities. You also 
become acquainted with WordPerfect's features for creating automatic references, 
creating a master document, and comparing documents. 


Se ae 


Key Terms in This Chapter 
Document comments | Notes and reminders that you can type into a 


WordPerfect file. The comments appear on-screen 
but are not printed. 


Master document A WordPerfect file containing codes that reference 


and combine a number of subdocument files. The 
master document file for a dissertation, for example, 
might combine subdocument files such as a title 
page, table of contents, and list of tables. 


Fa 
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Creating Footnotes and Endnotes 


Footnotes and endnotes provide a simple, standard way of referencing sources as 
well as offering the reader additional parenthetical information. Footnotes appear at 
the bottom or foot of the page; endnotes are grouped at the end of the document. 
(Some authors group endnotes at the end of each chapter or section.) Both types 
of notes are marked in the text by a number or character you specify. 


Typing a Footnote or an Endnote 
To create a footnote or an endnote, follow these steps: 


1. Move the cursor to the place where you want to insert a note number. 


In Charles Dickens’s story of Nicholas Nickleby, one of the 
villains is Mr. Usckford Squeers: 


Mr. Squeers’s appearance was not prepossessing. He had 
but one eye, and the popular prejudice runs In favour of 
two.... The blank side of his face was much wrinkled and 
puckered up, which gave hin a very sinister appearance, 
especially when he sniled, at which tines his expression 
bordered closely on the villainous.... He wore...a sult 
of scholastic black, but his coat sleeves being a great 
deal too long, and his trousers a great deal too short, 
he appeared ill at ease in his clothes, and as If he were 
in a perpetual state of astonishment at finding hinself 


so respectable. 


2. Press Ctrl) FZ) to 
activate the 
Footnote command, 
and choose 
Footnote (1) or 
Endnote (2). 


1 Footnote: 2 Endnote: B Endnote Placenent: 0 


File Edit Search Rife] Mark Tools Font Graphics Help 
villains is Mr. U| Line ers: 


ckered up,| Co TA : . 
pepecialio Fon: at which tines his expression B Access the Layout 


rl ale coat slacks betes a great, pull-down menu 
eat deal too short, 
es, and as If he vere and choose 
at finding hinself 
Footnote or 
Endnote. 


C:\UPS1\BOOK\FOOTNOTE . TXT Doc 1 Pg 1 Ln 1” Pos 1.1" 
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3. Select Create (1) to create a footnote or an endnote. 


An editing screen appears with the cursor immediately to the right of the 
current footnote or endnote number. 


iCharles Dickens, The Life and Adventures of Nicholas os 
(Philadelphia: University of Pennsyleania Press, 1962), vol. 
24. 


4. Enter the text for the 
footnote or endnote, 
using all the normal 
editing and function 
keys. You also can 
spell-check the note. 


Footnote: Press Exit when done Doc 1 Pg 1 Ln 4” Pos 1.3” 


5. After you type the text, press (EZ) (Exit) to return to the document. 


WordPerfect inserts a code that includes the first 50 characters of the note. You can 
view the code and partial text with Reveal Codes (Alt-F3, or F11 on an Enhanced 
Keyboard). To see how the note will appear when printed, use View Document 
(press Shift-F7 and then press 6). 


Editing a Footnote or an Endnote 


To edit a footnote or an endnote, follow these steps: 


1. 
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Press {Ctri) F7) to activate the Footnote command, select Footnote (1) or 
Endnote (2), and choose Edit (2). 


Co Access the Layout pull-down menu, select Footnote or Endnote, and 


choose Edit. 


WordPerfect displays the Footnote number? prompt (or Endnote 
number? prompt) as well as the number of the note that immediately 
follows the cursor. 


Press Enter) if the number is correct; or type the number of the 
footnote or endnote you want to edit, and then press Enter). 
Edit the text. 

Press F7) (Exit) to retum to the document. 


m e i Ee 


Creating Footnotes and Endnotes 


I 
f 
f 
i 
| 
I 
| 
| 
| 


Introduction 
Getting 
In Charles Dickens's story of Nicholas Nickleby, on f th He e is a pape Seated 
e o e 
villains is Mr. Wackford Squeers: j f p B ' 
Mr. Squeers's appearance was not prepossessing. He had showing d printed | Editing 
but one eye, and the popular projudice runs in favour of fe t te ° 
two.... The blank side of his face was nuch wrinkled and ootnote. i 
puckered up, which gavo hin a very sinister appearanco, f 
especially when he sniled, at which tines his expression , Working 
bordered closely on the villainous.... He wore...a suit i ith Blocks 
of scholastic black, but his coat sleeves boing a great | with Bloc 
deal too long, and his trousers a great deal too short, $ 
ne appeared ill at ease in pee aleag and axi if ha wero | 
n a perpetual state of astonishment at finding himself > : 
so respectable.' i Formatting 
| Lines anil 
| Paragraphs 
Formatting 
Pages 


| Proofreading 


Printing 


Managing 


an endnote, follow these steps: 


| Files 
' x ; 
| Creating 
| Macros 
‘Charles Dickens, Merging 
(Philadelphia: University of Pennsylvania Press, 1982), vol. l, ps | Documents 
24. t 
Soning and 
| Selecting 
i 
Deleting a Footnote or an Endnote | Using 
| Columns 
Because the entire note (number and text) is in one code, you can delete the note | 
in the same way you delete any other WordPerfect code. To delete a footnote or : a 
apies 
f 


1. Move the cursor under the note number you want to delete. 


2. Press (Del). Creating 
WordPerfect displays a prompt similar to the following: Graphics 
Delete [Footnote:1]? No (Yes) Appendix A 


3. Select Yes to confirm the deletion. 
Appendix B 


Alternatively, you can press Reveal Codes (Alt-F3 or F11), place the cursor on the 
note code, and press Del. WordPerfect automatically renumbers the other notes. E E 
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Positioning and Generating Endnotes 


Unlike footnotes, which are printed at the bottom of the page on which you create 
them, endnotes are placed together at the end of the document or at any location 
you specify. If you want to place endnotes in a location other than the end of the 
document, you enter an endnote placement code. When WordPerfect encounters this 
code, the program collects all the endnotes between the code and the beginning of 
the document (or the previous endnote placement code). 


To position endnotes in a place other than the end of the document, follow these 
steps: 


1. Move the cursor to the place where you want to compile the endnotes. 


2. Press (Ctr). F7) to activate the Footnote command, and select Endnote 
Placement (3). 


C> Access the Layout pull-down menu, choose Endnote, and select 
Placement. 


WordPerfect displays this prompt: 
Restart endnote numbering? Yes (No) 
3. Select Yes or press ‘“Enter) to restart numbering with 1. Select No if you 
want the endnotes to continue with the same numbering. 


To generate the endnotes, complete these steps: 


1. Press “Alt)E5) to activate the Mark Text command, and select Generate (6). 
© Access the Mark pull-down menu and select Generate. 

2. Select Generate Tables, Indexes, Cross-References, etc. (5). 

3. At the prompt, select Yes. 


To print endnotes on a separate page, press Ctrl-Enter to insert a hard page code 
before the endnote placement code. 
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Introduction 


Using a Date and Time Code | 
| 
| 
| 


1. Press (Ctrik\ EZ) to activate the Footnote command, and select Footnote 
Formatting 


e Getting 
Selecting a Format for Footnotes and Endnotes | Stared 
If you don't like the format WordPerfect has chosen for footnotes and endnotes, Editing 
you can change the numbering style, placement, and format with the following 
steps: | Working 
| with Blocks 
l 
(1) or Endnote (2). || Lines and 
(55) Access the Layout pull-down menu and choose Footnote or | ae 
Endnote. | 
t Formatting 
Pages 


t 

i 

i 

Footnote Options 
$ 

‘ 

‘ 

i 


1 - Spacing Within Footnotes 1 
Between Footnotes 0.167" 


Proofreading 


2 - frount of Mote to Keep Together 0.5” 


Using a Date and Time Code 


WordPerfect can check your computer's clock and insert the current date and time 
in a document. Additionally, the program can insert a code that updates the date Creating 
and time automatically every time you retrieve the document. Graphics 


j 
3 - Style for Munber in Text ISUPRSCPTI (Note Munllsuprscpt) 2. Select Options (4) | Printing 
4 - Style for Nuaber in Note (SUPRSCPT) [Mote Mun}{suprscpt to display the | 
S - Footnote Munbering Method Footnote Options Managing 
| Files 
6 - Start Footnote Munmbers each Page Mo menu (or Endnote | 
7? - Line Separating Text and Footnotes 2-Inch Li . 
ee ee j Options menu). a 
8 - Print Continued Message Ha i reaung 
i Macros 
9 - Footnotes at Botton of Page Yes i 
f 
| Merging 
Selection: 0 | Documents 
|] 
Soning and 
3. Select the options you want to change, and enter the needed | Selecting 
information. 
. Using 
4. Press (E7) (Exit) to return to the document. PETEA 
j 
| Creating 
| Tables 


Note: WordPerfect cannot insert the correct date and time unless your computer's Appendix A 
clock is set correctly. Check the instruction manual for your computer to learn how 


to reset the clock. Appendix B 


Index 
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Inserting a Date and Time Code 
To insert a date and time code, follow these steps: 


1. Move the cursor to the place where you want to insert the code. 


Nenorandun 


To: Marketing Departaecnt 
From: Mei) Saith 
Date: __ 


tY 


Press eShift) E5) to 
activate the Date/ 
Outline command, 
and select Date Text 
(1) or Date Code (2). 


1 Date Text: 2 Date Code:}3 Date Format: 4 Outline: 5 Para Mun; 6 Define: 0 


File Edit Search Layout Mark ICIN Font Graphics Help 
I 


To: Marketing Departsen 
Fron: Meil Saith 
Date: 


C2 Access the Tools pull- 
down menu and select 
Date Text or Date 
Code. 


Doc 1 Pg 1 Ln 1.17" Pos 1” 
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Mencrandun 


To: Marketing Departnent 
Date: January 23, 1990 If you select Date Text (1) 


from the Date/Outline 
menu, WordPerfect inserts 
the current date in the 


Doc 1 4 1 Ln 1.67” Pos 3.6" 
document. WordPerfect 


(HRE) 
lTablTo:[Tab]Marketing Department(HRt) f . . 
immediately displays the 


Fron: Neil Saith(HRt) 

Date:(TablJanuary 23, 1 
current date—for 
example, January 23, 


1990. 


Press Reveal Codes to restore screen 


If you have set the Date/Time format to include the time, the current time is 
included also—for example, January 23, 1990 -- 10:32 am. This date and time 
information is text you can edit. The information is not updated the next time you 


retrieve or print the document. 


Nenorandun 


To: Marketing Departnent 
Fron: Neil Saith 
Date: January 23, 1990 


If you select Date Cade (2) 
from the Date/‘Outdine 


Doc 1 Py 1 Ln 1.67" Pos 3.6" menu, WordPerfect inserts 
[Tab To: (Tab ark ing Departnent [HRt] the current date and a date 
> Neil Saith(HRt] . 
Date:{Tab}{Date:3 1, 4f code into the document. 


Press Reveal Codes to restore screen 


If you have set the Date/Time format to include the time, the current time is 
inserted also. The date code updates the date and time information each time you 


retrieve or print the document. 
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Sctting the Format for Date and Time 


To set the format for the date and time, follow these steps: 


1. Press Shift) f5) to activate the Date/Outline command, and select Date 
Format (3). 


CƏ Access the Tools pull-down menu and select Date Format. 


Year (all four digits) 

Year (last two digits) 

Dey of the Week (word) 

for or Sans 

pa 4 WordPerfect displays 

an / pn 

Used before a runber, will: the Date Format menu. 
Pad nunbers less than 10 with a leading zero or space 
Abtreviate the month or day of the week 


W274 75 (6) = OLOLAS (Tuesday) 
62/415 ($6) = 1 LÆS (Tue) 
B:90 = 10:5San 


Date format: 3 1, 4 


2. Enter new options. 
3. Press (F7) (Exit) twice to return to the document. 


The options on the Date Format menu establish the format that WordPerfect uses to 
print the date and time. You can mix format numbers with any text you want to 
print. For example, in Reveal Codes, your text and codes might appear as the 
following: 


Today ’s date is [Date:3 1, 4], and the time is [8:9 0]. 


With this combination of text and codes, WordPerfect displays something similar to 
the following: 


Today’s date is January 23, 1990, and the time is 12:47 pm. 


To print just the first three characters of the names for months and days, type a 
percent sign (%) before the appropriate code. For example, you can enter the 
following: 


%3. 1, 4 (%6) 
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Getting 
Started 


Using this date format, WordPerfect displays the following: 


Jan. 23, 1990 (Tue) ' Editing 
' Working 
' with Blocks 


Outlining and Numbering Paragraphs 


Í 

| 

Introduction 
| 

! 

| 

| Formatting 
t 

| 


With WordPerfect’s Outline feature, you can create an outline and generate outline Lines and 
numbers automatically. If you prefer to enter numbers manually, you can use | Paragraphs 
WordPerfect’s Paragraph Numbering feature instead. Paragraph numbering is a 
p | Formatting 
convenient when you have few numbers and a large amount of text. Ania " 
} 
| Pr i 
e e | Mreadi 
Creating an Outline i 
: : Printing 
If you want to title the outline, follow these steps: 
' 
1. Press (¢Shift)(F6) to activate the Center command. ra 
i Hes 
M Access the Layout pull-down menu, select Align, and choose 
Center. | Creating 
, aa Macros 
2. Type the title and press (“Enter). | 
To tum on the Outline feature, complete these steps: | Saleh 
1. Move the cursor to the place where you want the outline to begin. | Sanini 
| Selecting 
j 
| Using 
| Columns 
| Creating 
| Tables 
. Press (Shift (F5) to | 
activate the Date/ | 
Outline command, and betii 
select Outline (4). Graphics 
Appendix A 
1 Date Text: Z Date Code: 3 Date Format, 4 Outline; 5 Para Mun; G Define: 0 
Appendix B 
Index 
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C Access the Tools pull- 
down menu and choose 
Outline. 


Move Fanily 
Copy Fanily 
Delete Fanily 


3. Select On (1). 
The Outline indicator appears at the bottom left corner of the screen. 


While Outline is visible on-screen, the Enter and Tab keys perform special 
functions. Each time you press Enter, you create a new outline number. Within a line, 
each time you press Tab, you create a different level number. 


To generate outline numbers automatically (with the Outline feature turned on), use 
this procedure: 


1. Press Enter) to insert the first number in the outline (I. in Outline style). 
The default numbering style is Outline: uppercase Roman numerals for 


level one, uppercase letters for level two, Arabic numbers for level three, 
and so on. 


2. Press {F4) (Indent) to position the cursor. 
3. Type the text for the first outline entry. 
If the text is long, the lines wrap underneath the indent. 


4. Press ~Enter). WordPerfect moves the cursor to the next line and 
automatically enters the next number. If you want, you can press (Enter) 
again to insert a blank line and move the number down. 
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Introduction 
Getting 
Uater Supply _ Started 
5. Press ‘Tab=) to move to | 
oe nee the next (lower) outline Editing 
level. 
Working 


The number follows 
and changes to the next 


with Blocks 


Se te re ee re 


level number (A. in | Formatting 
Outline style). | tenes ane 
l l Paragraphs 
6. Press {F4) (Indent) again. | 
7. Type the text for the oe 
L Pages 
Doc 1 Pg 1 Ln 1.67" Pos 3.7” entry. | 
_ Proofreading 


Repeat these steps to complete the outline. If you press Tab too many times, vou Printing 


can move back one level by pressing Margin Release (Shift-Tab). 
Managing 


e-l ee 


To turn off the Outline feature, follow these steps: Files 
1. Position the cursor after the outline in the text. Creating 
Macros 
Vater Supply 
| Merging 
Documents 


I. Water Supply Requirenents 
A. Population Trends 
Per Capita Consumption 


Design Fl i 
u a P Sorting and 


j 
Summary of Projected Water Supply Requirenents for the : ` i 
Years 1990 through 1995 2. Press ieShift) F5) | Selecting 
Il. The Present Water System and Reconnended l ts a 
A. Rau Uater Collection Systen said (Date/Outline) and 
4 Present Systen : Using 
2. Recommended | ts 
B. The Purping Satina R select Outline (4) ° | Columns 
m Access the Tools | 
pull-down menu | Creating 
Tables 
and choose Rone 
è E 
Outline. 1 i 
1 Date Text: 2 Date Code: 3 Date Format: 4 Outline: 5 Para Mua; 6 Define: 0 E 
1 
Creating 
Graphics 


3. Select Off (2). 


Appendix A 


Editing an Outline 
Appendix B 


You can edit an outline by changing the text within the numbered entries, 
changing the level numbers of entries, deleting the numbers, adding numbered Index 
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entries, deleting entries, moving entries, and adding unnumbered entries. Use Enter, 
Tab, Indent (F4), and Margin Release (Shift-Tab) to make adjustments in numbering 
levels, as described in the preceding section. 


When you add, delete, or move numbered entries, WordPerfect automatically renum- 
bers the entries for you. To redisplay the screen with the correct numbers, move the 
cursor through the document, or press Screen (Ctrl-F3) and select Rewrite (3). 


Numbering Paragraphs 


Paragraph numbering differs from outlining because you must insert numbers 
manually. And unlike the Outline feature, the Paragraph Numbering feature enables 
you to choose the level number, regardless of the cursor position. You can edit 
numbered entries (or paragraphs) by using the same techniques for editing an 


outline. When you add or delete an entry number, WordPerfect automatically 
renumbers the remaining sections. 


To number an entry or paragraph, follow these steps: 


1. Position the cursor at the left margin of the line where you want to begin 
the entry. If you want the number to appear at the left margin, continue 
with Step 2. If you want the number to appear in a different location, 
press (Jab‘} to move the cursor to a different level of numbering. 


2. Press Shift) F5) to activate the Date/Outline command, and choose Para 
Num (5). 


(> Access the Tools pull-down menu and choose Paragraph Number. 


1. Design Guidelines 


A. Consistency 


Establish a f tf bifcation and stick with 
it. badsae un the Totu ok and ornats yoo uiii aan, 3. At the prompt, press 


B. Clarity (Enter) to have 
pea le be ea LR gh oc ara WordPerfect insert the 
C. Emphasis number that corre- 

Put important ideas first. sponds to the level at 
the cursor position. Or 
type the level number 
you want to assign, and 


Paregreph Level (Press Enter for fartomat ic): then press (Enter). 
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4. Press (F4) (Indent). 
5. Type the text for the entry or paragraph. 


Changing the Numbering Style 


Outline levels are determined by tab stops and by the style of numbering selected. 


The default numbering style is Outline, but you can specify a different style. 


To change the numbering style, follow these steps: 


1. Place the cursor at the beginning of the outline. 

2. Press {eShift)(F5] to activate the Date/Outline command, and select 
Define (6). 
C Access the Tools pull-down menu and choose Define. 


Paragraph Muaber Definition 


1 - Starting Paragraph Nunber 
Cin legal style) 


3 - Outline . 
cE e WordPertect displays 
6 - User-def ined š 

the Panigriph Number 


Current Definition l. š ° e a. oa 
Attach Previous Level Mo Ho No No Definition menu. 


1 
2 - Paragraph 1. 

I. 

1 


7 - Enter Inserts Paragraph Muaber 


8 - futomatically Adjust to Current Level 


9 - Outline Style Mane 


Selection: 0 


3. Choose from the selection of predefined numbering styles (options 2 
through 5 on the menu). 
If you want to create your own style, choose User-defined (6); the 
cursor moves to the Current Definition line. Then type a level number, 
press [“Enter) to move to the next level, and press (FZ) (Exit) when you 
have completed your numbering definition. 

4. After you specify the numbering style, press (£7) (Exit) twice to return 
to the document. 

5. Press ‘CtriF3) to activate the Screen command, and select Rewrite (3) 
to display the document with the new numbering style. 
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Numbering Lines 


In addition to numbering paragraphs, WordPerfect can number the lines in a 
document. With line numbering, you can refer easily to a particular clause in a legal 
document or to a specific passage in a manuscript. For instance, you can cite a 
passage by referring to page 11, line 26. 


When you number lines in WordPerfect, the body text as well as the footnotes and 
endnotes are numbered; headers and footers are not numbered. Numbers are not 


displayed on-screen but appear when you print the document or use View 
Document. 


Turning On Automatic Line Numbering 
To turn on automatic line numbering, follow these steps: 


1. Move the cursor to the place where you want line numbering to begin 
(usually at the beginning of the document). 


2. Press Shift) F8) to activate the Format command, and select Line (1). 
O Access the Layout pull-down menu and choose Line. 

3. Select Line Numbering (5). 

4. Select Yes to tum on line numbering. 


Format: Line Muabering 
1 - Count Blank Lines 
2 - Minber Every n Lines, where n is 


3 - Position of Muaber from Left Eége 


4 - Starting Muaber 

S - Restart Munbering on Lach Page WordPerfect displays 
the Format: Line 
Numbering menu. 


Selection: 0 
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If you want to accept the default line-numbering settings, press 
~Enter). Otherwise, select the option you want to change, and then 
enter the desired modification. 


Press F7) (Exit) to retum to the editing screen. 


Selecting Line Numbering Options 


When you turn on the Line Numbering feature, you can change how the lines are 
numbered with the following options: 


Select Count Blank Lines (1) to specify whether blank lines are 
numbered. To count blank lines, select Yes; to exclude blank lines 
from line numbering, select No. 

Choose Number Every n Lines (2) to specify at what intervals you 
want line numbers printed. For instance, select this option, type 5, and 
press Enter to print numbers only every 5 lines (on lines 5, 10, 15, and 
so on). 

Select Position of Number from Left Edge (3) to change the default 
position where line numbers are printed. By default, line numbers are 
printed six-tenths of an inch from the left edge. To change that 
distance, select this option, type a measurement (from the left edge of 
the page), and press Enter. 

Select Starting Number (4) to specify the beginning number for line 
numbering. Use this option to continue numbers for a document 
containing text in another disk file, or to restart line numbering in a 
file in which you previously used line numbering. 

Choose Restart Numbering on Each Page (5) to specify whether you 
want line numbers to restart on each page. Select Yes to restart line 
numbering on each page; select No to number lines consecutively 
throughout the document. Continuous numbering is helpful when 
pages are not numbered. 
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Displaying Line Numbers 


Line numbers do not appear 
on-screen. You can view the 
numbers in either of two 
ways: use View Document 
to display the document, or 
print the document. 


Brainstorning 

Vhen you have trouble deternining a 
when you are uncertain what you val 
Semistructured vriting erercise knov 


brainstorn a vriting assignn: 
list forz as they occur to y 


Brainstorzsing 


=e 
PROWDIHMLwWVeY 

~< 

aa 

o 

s 

q 
o 
c 


1 

2 

3 When you have trouble deternsining a sharp focus for a docuzent-- 
4 when you are uncertain what you want to say--consider trying a 
5 cenistructured writing exercise known os "brainstorming." 
6 

7 

8 

9 


1 1AH 2 2A 


When you brainstorm a writing assignment on-screen, you record ycur 
ideas in list form as they cccur to you. When you brainstorn, you 
@cn't worry about typos, spelling errors, or style. You turn off 
10 the inclination to hone each sentence before you rove on to the 
11 next one. You can handle these ratters later. Your goal is, 
12 rather, to gonerate as rany ideas as possible about the topic, the 
purpose, cr the audience. 


Keeping an idea File 


An idea file is an extension of a brainstorming file. You can save 
an ides file and retrieve it when you want to add sore ideas later. 


20 Using a Prewriting Te=plato 


22 Prewriting is everything you do up to the actual step of writing 
23 that first draft. It is very ruch a part of the planning stace 


25 A prewriting texzplate is a set of pre=pts th- 
26 coze basic questions befere you begin 
27 the docuzert, you nay find it he? 


Turning Off Automatic Line Numbering 


To turn off automatic line numbering after a numbered section, follow these steps: 


1. Press *$hift) F8) (Format) and select Line (1). 
C> Access the Layout pull-down menu and choose Line. 
2. Select Line Numbering (5). 
3. Select No to tum off line numbering. 
Press £7) (Exit) to return to the document. 


is 
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To remove all line numbering from a document, you must delete the code that was 
inserted when you turned on the feature. To delete the code, follow these steps: 


1. Press (AIt)lE3) or (F141) to activate Reveal Codes. 
O3 Access the Edit pull-down menu and select Reveal Codes. 
2. Move the cursor to the [Ln Num:On] code. 
Press {Del}. 
Press (Alt)(F3) or (E11) to return to the editing screen. 
O3 Access the Edit pull-down menu and select Reveal Codes. 
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Using Document Comments 


You can insert notes and reminders called comments in a document. Document 
comments are useful for reminding you of what you had in mind during a 
particular writing session. The comments are displayed on-screen only; they are not 
printed. If you want to print the comments, however, you can do so by first 
converting them to text. 


Creating a Comment 


To create a document comment, complete these steps: 


1. Move the cursor to the place where you want to insert the comment. 


Brainstorning 


When you have trouble determining a sharp focus for a docurcnt— 
when you are uncertain what you want to say—consider trying a 
semistructured writing exercise known as “brainstorming.” 


When you 


ry about typos, spelling errors, or style. 
the inclination to hone each sentence before you nove on to the 
next one. You can handle those matters later. Your goal Is, 
rather, to generate as many ideas as possible about the topic, the 
purpose, or the audience. 


2. Press (Ctri{F5) to 
activate the Text In/ 
Out command, 
select Comment 
(4), and choose 
Create (1). 


Keeping an Idea File 


An {dea file is an extension of a brainstorming file. You can save 
an idea file and retrieve it when you want to add more ideas later. 


Using a Prevriting Template 


Prewriting is everything you do up to the actual step of writing 
that first draft. It is very much a part of the planning stage. 


Comment:/1 Create:/2 Edit: 3 Convert to Text: 0 
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Access the Edit pull-down 
menu, select Comment, 
and choose Create. 


{Convert Case 
[Protect Block 


Create 


Include a list of topics that resulted fron brainstorming. 


3. In the comment box, type 
the text of your comment. 
You can use bold or 
underline to emphasize 
text within the box. 


Press Exit when done 


4. Press (FZ) (Exit) to return to the document. 


Using Document Comments 


oe eee 


eama = eee ee ee ee ee eee ee — see. 


Brainstoraing 


Uhen you have trouble determining a sharp focus for a docunent— 
when you are uncertain what you want to say--consider trying a 
senistructured writing exercise known as “brainstorning.” 


Uhen you brainstorm a writing assignment on-screen, you record your 
Ideas in list form as they occur to you. When you brainstorm, you 
don’t worry about typos, spelling errors, or style. You turn off 
the inclination to hone each sentence before you move on to the 
next one. You can handle those matters later. Your goal is, 
rather, to generate as many Ideas as possible about the topic, the 
purpose, or the audience. 


| Include a list of topics that resulted fron bralnstoraing. 


Keeping an Idea File 


appears on-screen 
within a double-ruled 
box in the middle of 
the text. 


An idea file is an extension of a brainstorming file. You can save 
an idea file and retrieve it when you want to add more ideas later. 


Using a Prewriting Template 


C :\WPS1NBOOKNSEARCH . TXT Doc 1 Pg 1 Ln 3.17" Pos 1” 


Editing a Comment 
To edit a document comment, follow these steps: 


1. Position the cursor after the comment to be edited. 

2. Press (Ctri)(F5) to activate the Text In/Out command, select Comment 
(4), and choose Edit (2). 
TS Access the Edit pull-down menu, choose Comment, and select 

Edit. 

WordPerfect searches backward from the cursor, displays the first 
comment found, and places the cursor at the beginning of the 
comment text. 

3, Edit the comment, using all the normal editing keys. 

4. Press (FZ) (Exit) to return to the document. 


If no comment is found, the message * Not found * appears at the bottom of 
the screen. 
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Converting Comments to Text 


If you want to print document comments, you first must convert them to text. To 
change a comment to text, follow these steps: 


1. Position the cursor after the comment to be converted. 
2. Press (Ctri){F5) to activate the Text In/Out command, select Comment 
(4), and choose Convert to Text (3). 


C.J Access the Edit pull-down menu, select Comment, and choose 
Convert to Text. 


WordPerfect searches backward from the cursor and converts the first comment 
found. 


Converting Text to Comments 
To change text to a comment, follow these steps: 


1. Highlight the block of text to be changed to a comment by using 
(Alt) £4) or {F12) to activate the Block command; or highlight the block 
by dragging the mouse. 

2. Press (Ctrl).F5) to activate the Text In/Out command. 


3. When WordPerfect asks whether you want to create a comment, select 
Yes. 


WordPerfect places the marked text inside a comment box. Note that some 
formatting codes may be lost during this process. 


Using Other Referencing Features 


When you create a document, especially a lengthy one, you often need to include 
supplementary reference material. For example, when you create a book, manual, or 
research report, you may need to include lists of figures and tables, a table of 
contents, and an index. When you create a legal document, you may want to include 
a table of legal citations. WordPerfect has built-in features to make the preparation of 
these materials easier. In addition, WordPerfect offers three other features that are 
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Using Other Referencing Features 


ee en ee ee ee we ee 


handy in preparing reference materials: Automatic Reference, Master Document. 
and Document Compare. 


Although the specifics of these referencing features are beyond the scope of this 
book, this section introduces you to the kinds of reference materials you can create 
with WordPerfect. For detailed instructions on creating these materials, refer to 
Que's Using WordPerfect 5.1, Special Edition. 


You use Mark Text (Alt-F5) to control the creation of reference materials. 
Alternatively, you can use the options on the Mark pull-down menu to identify the 
items that you want to incorporate into a list, a table of contents, an index, or a 
table of authorities. You use this menu also to specify the format and style of these 
special sections of your document and to generate the references where they need 


to be included. 


Whether you are creating a table of contents, a list, an index, or a table of 
authorities, you follow the same set of procedures: 


e Mark the entries you want to include in the table of contents, list, 
index, or table of authorities. You can mark the entries as you create 
the document, or you can go back back later and mark them. 


e Select the type of reference list you want to create, and then detine the 
style for the reference list. For example, you might select a table of 
contents and choose a particular style for the page numbers. 

e Generate the reference list at the appropriate place in the document. 


Table of Contents 


The Mark Text (Alt-F5) command or Mark pull-down menu is the starting point for 
creating the supplementary reference materials you need. Whether you are creating 
a table of contents, a list, an index, or a table of authorities, you follow the same 
basic procedures. This section describes the process for creating a table of 


contents. 


When you create a table of contents, you generally use text taken directly from the 
document—for example, chapter headings. To mark entries for a table of contents, 


follow these steps: 
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Uriting Guidelines 
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Brains torai) 


When you have trouble determining a sharp focus for a docunent— 
when you are uncertain what you want to say-—consider trying a 
sealstructured uriting exercise known as “brainstorming.” 


Uhen you brainstorn a writing essigneent on-screen, you record your 
ideas in list form as they occur to you. When you brainstore, you 
don’t worry about typos, spelling errors, or style. You turn off 
the inclination to hone each sentence before you move on to the 
next one. You can handle those matters later. Your goal is, 
rather, to generate as many ideas as possible about the topic, the 
purpose, or the audience. 


Keeping an Idea File 


fm idea file is an extension of a brainstorming file. You can save 
an idea file and retrieve it when you want to add acre ideas later. 


Using a Preuvriting Tenplate 


Prewr iting is everything you do up to the actual step of uriting 
Mark for: |í ToC:|Z List: 3 Index: 4 Tof: 0 


File Edit Search Layout IMI Tools Font (Graphics) Help 


Index 
Uhen you have trouble de for a docunent— 
when you are uncertain w| List sider trying a 
senistructured uriting ce} [Cross-Reference Jjitoraing.” 

Table of futhoritiec> 

Uhen you brainstorm a ur en, you record your 
ideas In List form as th ou brainstorm, you 
don’t worry about typos, le. You turn off 
the inclination to hone rove on to the 
next one. You can hand! Your goal is, 
rather, to generate as a cut the topic, the 
purpose, or the audience} [Subdocunent 


Keeping an Idea File 


An Idea file is an extension of a 
an idea file and retrieve it uhen 


Using a Prevriting Template 


Prewriting is everything you do u 
that first draft. It is very much a 


Block on Doc 1 Pg 1 Ln 1" Pos ZEW 


IY 


Highlight the entry by 
using Alt) E4) or (E12) to 
activate the Block 
command, or by 
dragging the mouse. 


Press ‘ Alt) E5) to activate 
the Mark Text command, 
and select ToC (1). 


(3 Access the Mark 
pull-down menu 
and select Table of 
Contents. 


3. At the ToC Level: prompt, press 1) and then press ‘“Enter). 


Repeat the preceding steps to mark each entry for the table of contents. 


After marking all the entries, you position the cursor where you want the reference 
list to appear. Generally, a table of contents is included as part of a document's front 
matter. You then select the type of reference list and define the style elements. 


Follow these steps: 
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1. Position the cursor where you want the table of contents to appear. 
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2. To select the type of 
reference list, press 
“ANJES) (Mark Text) 
and choose Define (5). 
Ca Access the Mark 

pull-down menu 
and select Define. 
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Brainstorning 


Uhen you have trouble determining a sharp focus for a docunent-- 
when you are uncertain what you want to say—consider trying a 
senistructured writing exercise known as “brainstorming.” 


When you brainstornm a writing assignment on-screen, you record your 
ideas in list form as they occur to you. When you brainstorm, you 
don’t worry about typos, spelling errors, or style. You turn off 
the inclination to hone cach sentence before you nove on to the 
next one. You can handle those matters later. Your goal is, 
rather, to generate as many ideas as possible about the topic, the 
purpose, or the audience. 


Keeping an Idea File 


fin idea file is an extension of a brainstorning f 
1 Cross-Ref: 2 Subdoc: 3 Index: 4 ToA Short Fora; 


Mark Text: Define . ~ em . 
3, Select Define Table ot 


Contents (1). 


1 - Define Table of Contents 
2 - Define List 


3 - Define Index 
4 - Define Table of futhorities 


S - Edit Table of futhorities Full Forn 


Table of Contents Definition 


1 - Munber of Levels 1 , 
4. Define the numbering 


style for the table of 
contents. 


2 - Display Last Level in Mo 
Urapped Fornat 


3 - Page Numbering - Level 1 Flush right with Icader 
Level Z 


Level 3 
Level 4 
Level 5 


To generate the table of contents, follow these steps: 


1. Press {Alt}. FS] to activate the Mark Text command, and select Generate (6). 
(= Access the Mark pull-down menu and select Generate. 
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Mark Text: Generate 2. Select Generate 
1 - Remove Redline Markings and Strikeout Text from Document Tables, Indexes, 
2 — Compare Screen and Disk Documents and Add Redline and Strikeout Cross-References, 
3 - Expand Master Docunent 
Pe Stee eee i etc. (5) to generate 
5 - Generate Tables, Indexes, Cross-References, etc. the table of contents. 


3. Atthe prompt, select Yes to confirm that the list will replace any existing list. 


Writing Guidelines 


BSSSESSSSSSESSISESSHRSTSESSSSSSSSSESSSSSSSSSSSSSSsSsSSoSsFzSB@Oosssssssssesessoo=ossssesesecs 
Table of Contents 


ey et ee ee ewe ee This table of contents is 
ee er ae ae ee ee ee er eee generated at the beginning 
Ss eh ml Sat ep eh ie ye fae eS) aD Tad (Sr ee A Ae of the document, 
following the title page. 
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Brainstornring 


SSSSSSSSsSsrseestr st sersseesesscexercseeocec 


Uhen you have trouble determining a sharp focus for a docunent— 
when you are uncertain what you want to tay—consider trying a 
sealstructured writing exercise knowa as “brainstorming.” 


Uhen you brainstorm a writing assignment on-screen, you record your 
Ideas in list form as they occur to you. When you brainstorm, you 
C:\MPS1\BOOK\COMTENTS . TXT Doc 1 Pg 2 Ln 1.17” Pos 5.1" 


Index 


Exercises 

brainstoraing 3 

idea file 7 

preuriting template 11 WordPerfect’s Index feature 
ia ea i creates an alphabetical list of 
index headings and 
subheadings (called entries) 
for a document. You can . 
generate an index only at 


the end of a document. 
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Table of Authorities 


TABLE OF AUTHORITIES 


Deciaiona--State 


» 321 Misc.2d 194, 245 M.Y.8.24 
229 (Sup. Ct., N.Y. County 1982) 


. 196 N.Y. 307, 124 N.E. 124 


Misc.2d 245, 127 N.Y 
Ct., M.Y. County 1984) 


+ 329 A. 
N.Y.8.24 1153 (ist Dept. 


Raciaiona--rederal 
Marshall y. Tansy, 37 U.S. 146 (1807) 
U.S. vy. Royall., 37 U.S. 427 (1837) 


New York Penal Law, §2106(c) 


Other Authorities 
Blackstone, Cormsentaries, p- 98 
Savonarola, Report on Medisvel survivals in 
Those Areas of the United States rorrerly 


List 


LIST OF EXHIBITS 


Page nuabers record first mention of 
each exhibit in this affidavit 


C:\MPS1INBOOKNLIST . TXT 


Using Other Referencing Features 


A table of authorities is a list of 
court cases, rules of court, 
statutes, agency opinions, and 
miscellaneous authorities 
mentioned in a document. 
Typically, each type of authority is 
assigned its own section in the 
table. Within each section, the 
citations are listed alphabetically, 
with page references. 


If your document contains 
figures, tables, maps, and 
other illustrations, you can 
list these resources in a 
reference table. Usually, a 
list appears on a page by 
itself following the table of 
contents. You can create up 
to nine lists per document. 


Doc 1 Py 1 Ln 2.67” Pos 6.0" 
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Automatic Reference 


Brainstoraing 


Uhen you have trouble determining a sharp focus for a docunent— 
when you are uncertain what you want to say—consider trying a 
cenistructured uriting exercice known as “brainstorming.” 


When you brainstorm a writing acsignnent on-screen, you record your 

jdeas in list form as they occur to you. When you brainstorm, you 

don’t worry about typos, spelling errors, or style. 

the inclination to hone cach sentence before you move on to the 

next one. You can handle those matters later. Your goal is, 

rather, to generate as many ideas as possible about the topic, the 
cose, or the audience. See the discussion of planning documents 


Keeping an Idea File 


fin idea file is an extension of a brainstorming file. You can save 
an idea file and retrieve it when you want to add more ideas later. 


Using a Prevriting Template 
Prevriting is everything you do up to 


that first draft. It is very mucha 
C:\UPS1\BOOK\AUTOREF . TXT 


Master Document 


You use WordPerfect’s 
Automatic Reference 
feature to reference page 
numbers, footnote 
numbers, section numbers, 
endnote numbers, and 
graphics box numbers. If 
you make changes, the 
references are renumbered 
automatically. 


A master document contains information that enables you to combine easily several 


subdocuments into a whole. 


SSSSSS SS SSSSSSSSSSSSSSSSSSSSSESSSSESSSSSSSS SS SSS SH SSSSSSSSSsssesssscssseessec=c= 


BSSSTSSSSSSSS SSSSSSSSESASSSSSSSSSKSSSSSSSSSSSS SSE SS SSS SSHAAASSSSSSSSSSESS SSE SSSSssa 


Subdoc: CHAP 


Doc 1 Py 3 Ln 1” Pos 1” 
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The master document file 
contains codes that 
reference the 
subdocument files. 


Each subdocument 
contains the text for a 
particular section of the 
total document. 


Using Other Referencing Features 


ee a ee | om eS ees oe ‘M 


Document Compare 


In the old days, writers had to stop editing days before a docunent With the Document 
was due and start combing through the nain text to prepare the Compare feature you can 
’ 


docurent references. One of WordPerfect 5.1's handiest featuros is 
— Horde 


that it speeds up that process. One—of ricotto—handtest th è 
features—to—that—tt—o p—the—process—of—assenbH ng—document > W vers 
roi eroioe iiaa a little foresight and planning, you can work on compare E PESIO 
a docurent right down to a few hours before a deadline, confident by 
that as your rain text changes, the docurent references will keep of a document with an old 
right up with it. . e 

version. Sections of the 
Laat er gee aed =~ ~~ create lists, tables of contonts, 
ables of authorities, an ndexes. You also learn to use = 
autonatic cross-referencing, which lets you change the structure of on-screen document that 


your docunont and automatically raintain accurate references to ° ° ° 
footnotes, pages, and sections. Bie aiter: ; don’t exist in the disk file 
utomatical 


i ' ne 
Docuzcnt Compare feature so that Janeen A R ghhacte obs vhat tit are redlined. Text that 


, you-tearnto-uset heDocurent—Cosporefeatureo0-t , : : 
a a or added to, a dacingnt, ERNE exists in the disk file but 
having to mark all those changes yourself, ° 

not in the on-screen 
document is copied to the 
on-screen document and 


marked with strikeout. 


Summary 


This chapter introduced many of WordPerfect’s referencing tools for developing a 
manuscript. You explored WordPerfect’s features for creating footnotes and 
endnotes, inserting the current date and time in a document, generating outlines 
and paragraph numbers, numbering lines, and inserting document comments. You 
also learned about additional reference materials you can create with WordPerfect, 
including a table of contents, an index, a table of authorities, and a list of figures or 
tables. Finally, you were introduced to the Automatic Reference, Master Document, 
and Document Compare features. In the next chapter, you will learn about 


WordPerfect’s graphics capabilities. 
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Chapter 15: Creating Graphics 


With WordPerfect's Graphics feature, you can enhance the appearance of a document 


with graphics boxes and lines. You can use five types of boxes: figure, table, text, 
user-defined, and equation. 


As you create the boxes, you can insert text; graphics from the PTR Program/ 
Graphics disks; or graphics, charts, and graphs created with external programs, such 
as Harvard Graphics, PC Paintbrush, DrawPerfect, and 1-2-3. If you prefer, you can 
create an empty box and enter text or graphics later. Graphics boxes can be placed 
in the body of a document as well as in headers, footers, and endnotes. 


Here is an example of a publication created with WordPerfect. Notice the variety of 
graphics used in this page. 


WordPerfect? _ 
Training Newsletter 


| Border 


| Horizontal line 


WordPerfect Corporation Ships Exciting 


New Version 5.1 Graphics box with 


imported clip-art 
image 


The situation is much different with 
the new versicn. Users who have 
been trained in version 5.0 will find 


| Text box 


a ee rere aes 
pain agree A 


Text wrapped 
around a box 


| Vertical line 


WordPurtect is 6 regetered tradamarh of WordPerfect Corporation. 
enza Word) writ Treng 


E s pepmered tredemert of Lona Developemact 
rich ppt necking eg kapeto arenar anges ano da 
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Introduction 
Getting 
A | 
Editing 
Graphics box A box defined to hold a figure, a table, text, user- 
defined elements, or an equation, and to have certain Working 
with Blocks 


characteristics, such as border style and caption style 


Formatting 
Lines and 


Box contents The contents of a graphics box, such as an imported 
Paragraphs 


clip-art figure, statistical data, text, a photograph, or 
an equation 


| 
| 
| 
Key Terms in This Chapter | 
| 
| 
| 
| 


Formatting 


Each of WordPerfect's five box types has a default definition. The definition 
includes the border of the box, the inside and outside border space, the caption- 
numbering method and style, the minimum offset, and the box shading. You can 
use the default box styles, or you can define your own. Defining boxes gives you a 
consistent set of boxes to use in your documents. Although anything you put in 


Referencing 


Offset A short distance established as a boundary to avoid | a 
the collision of two elements, such as a graphics N enini 
image and a box E RN 
i , P 
Bit-mapped image An image composed of dots meng 
n R o a i 
} Managing 
| files 
Creating Graphics Boxes Hl mias 
| 
To create a graphics box, you must complete these basic procedures: | Merging 
Documents 
e Choose the type of box you want. | 
e Determine the appearance of the box. | Soning and 
Pan i Selecting 
e Create the box and define its contents. | een 
Each of these procedures is described in the text that follows. | eae 
5 | Creating 
Choosing the Box Type | oe 
| 


one type of box can be put in any other type, you may want to reserve each type SEES 
of box for a specific use. For instance, you might place clip art in figure boxes, ee 
statistical data in table boxes, text in text boxes, photographs (which you paste in sila 
later) in user-defined boxes, and mathematical formulas in equation boxes. oe 
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Figure 1: A figure created with 
WordPerfect's default figure 
options. The WordPerfect graphic 
CNTRCT-2.WPG is included in the 
box. 


Figure box 


1: A WordPerfect 
box, 

style. 
MAILBAG.WPG is included. 


user-defined 
using default options for 
The WordPerfect graphic 


User-defined box 
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Table I: A WordPerfect table box, 
using default options. The table 
inside the table box was created 
with WordPerfect's Table feature. 


STAFF MEETING TIMES 
July 1990 


|_| Dept. a | pept. B 


| weexi| 9:00] 10:00 
Heek 3| 9:00] 10:00 


Table box 


The new features of WordPerfect 5.1 make 
life easier for the user. while minimizing 
retraining costs for the organization. 


DN ee Os een oo erent eee ae a | 
1: This is WordPerfect's default 
text box, with a file retrieved. 


Text box 


(1) A WordPerfect equation box, using 
the default styling options. The equation 


s- D Ory)? was created with the equation editor. 
R-1 


Equation box 
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-e e e ee em ee ee ll- [l 


To choose the type of box you want to create, follow this procedure: 


1. Press (Alt) F9) to 
activate the Graphics 
command. The 
Graphics menu is 


displayed at the bottom 
1 Figure: 2 Table Box: 3 Text Box: 4 User Box: 5 Line; 6 Equation: 0 
of the screen. 


© Access the Graphics 


Create pull-down menu. 
Edit 


New Number 
Options 


2. Select one of these box types: 
Figure (1) 
Table Box (2) 
Text Box (3) 
User Box (4) 
Equation (6) 


WordPerfect then displays a menu similar to the following: 
Figure: 1 Create; 2 Edit; 3 New Number; 4 Options: 0 


The first word of this menu will vary depending on what type of box you've 
selected. 


Cə If you are using the Graphics pull-down menu, selecting each of the box types 
from that menu displays a pop-out menu showing the preceding options. 


Changing the Box Options 


After you choose the box type, you can change the default options that determine 
how the box should look. If you want to change the options, you should do so 
before creating the box. Among the options you can change are the border styles, 
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the spacing between the border and contents, the style and position of the caption, 
and the box shading. 


To change the appearance of a box, follow this procedure: 


1. Choose Options (4). 
C3) Select Options from the pop-out menu. 


Options: Figure 
1 - Border Style 
Left 


2. Select the options you 
want to change, and 
enter the necessary 
Jei information. 
Botton 


Botton 
3 - Inside Border Space 
Left 


(BOLD IFigure ilbold} 
ition of Caption Below box, Outside borders 
Minimum Offret from Paragraph 0” 
y Shading (x of black) x 


3. Press (F7) (Exit) to return to the document. 


You can choose any (or all) of nine options to determine the appearance of the box. 


e To specify a border 
Johannes Gutenberg, the 


fifteenth-century invertor of for each side of the 
weicean itera to, the PRIIS: : b lect Bord 
vr aed Se ee ana ox, select Border 


publichiag to tee individuals Style (1) and choose 
a border (none, 
single, double, 
dashed, dotted, thick, 


or extra thick). 


Fill oud this entry form to win. 
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| 

| 

| Introduction 
| 

| Getting 

e To change the space between the border of the box and the text, | Started 
select Outside Border Space (2) and type a distance for each of the 
sides. | Editing 

e To change the space between the border and the contents of the box, | dak 
choose Inside Border Space (3) and type a distance for each of the | with Blocks 
sides. 

e To select the numbering for the caption, choose First Level Numbering ae 
Method (4) and indicate your choice (off, numbers, letters, or Roman i Paragraphs 
numerals). 

| n , 
WordPerfect automatically numbers the caption for the box. However, Krsti 
Í - 


this option determines only the numbering style; you must add the 
caption when you create the box. 
e If you want two levels of numbering for the caption, select Second 


Proofreading 


well as outside or 
inside the border. 


First Prize 


Level Numbering Method (5) and indicate your choice. If you choose iii 
letters or Roman numerals, they print in lowercase. ! iiaii 
e To specify the text for the caption number, select Caption Number ; Files 
Style (6) and type the text you want. For example, type Figure 1.2. | 
Press 1 to include first-level numbering; press 2 to include second-level | oo 
numbering. | 
You can include formatting codes within the caption number style. | Merging 
Keep in mind that this option defines only the caption number style; f PROC 
you must add the caption when you create the box. | eimai 
| Selecting 
e To specify where the | 
Fig. 2-2. Tho PC. “ap ma app An select | ie 
Position of Caption (7) | 
and choose whether to | Creating 
place the caption above Tables 
or below the box, as ! 
| Referencing 
| 
| oe 


Trophy 
Appendix A 
Appendix I} 
Index 
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e To set the minimum paragraph offset, select Minimum Offset from 
Paragraph (8) and type the minimum offset. 


A paragraph-type box is offset from the top of a paragraph by the 
amount you specify. If the paragraph falls at the end of the page, the 
box may not fit. This option specifies how much the offset can be 
reduced to fit the box on the page. 


Te e To add a gray shade 
Above all, your publication 
should be clear and readable. to the box, select 


Gray Shading (% of 
black) (9) and type a 


percentage from 1 to 


Above all, your publication 100. Zero percent 
should be clear and readable. shading i white; 100 


percent shading is 
black. 


Above all, your publication 
should be clear and readable. 


When you change any of the options, WordPerfect inserts into the document a code 
for the new box appearance. All boxes of this type will have the same appearance 
until you change the options again. 


Creating the Box and Defining Its Contents 


After you choose the type of box and select the options you want, you can create it. 
Note that if you create the box without first choosing options, WordPerfect uses the 
default box settings. When you create a box, you specify the type of box, its 
contents, the text for the caption, the placement on the page, and the size of the box. 


To create a graphics box, follow this procedure: 


1. Move the cursor to the place where you want the box to appear. If you 
have changed the options, be sure that the cursor is below the options 
code. 
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should contain. The box can contain a graphics image, a block of text, 
or an equation. Usually, when you retrieve a file into the box by using 
Filename (1), WordPerfect automatically fills in the Contents option. 


e Choose Caption (3) to add a caption to the box. An editing screen 
appears with the caption number displayed in the style you set when 
you specified the box options. You can delete, change, or add text to See 
the caption number. Captions conform to the width of the current box. iii 


| 
I 
| Introduction 
bie a | Getting 
2. Press (Alt)(F9) to activate the Graphics command, and select a box | Started 
type. 
. | Editing 
O3 Access the Graphics pull-down menu and choose the box type | me 
you want to create. | Working 
3. Choose Create (1) to display the Definition menu. with Blocks 
l 
, | Formatting 
Definition: Figure á. Select the options you { Lines and 
1 - Filenane want and enter the | Paragraphs 
i ela ds changes, or press _ 
- ption a — ormmatting 
r, ! ! 
4 - Anchor Type Paragraph ; Enter} to ACCE the Pages 
ye ne eas default definitions. 
6 - Horizontal Position Right The options you can Proofreading 
7 - Size 3.25" uide x 3.25” (high) choose are the same for | 
= n io Prnnng 
i Poe eg eee all box types; only the | ae 
- Edit : e 
menu heading varies. | Managing 
io Files 
i 
A j 
5. Press (F7) (Exit) to return to the document. | P 
| Creating 
š ° ° ° | Mac 
Only an outline appears on-screen. To view the document as it will appear when ere 
. 
printed, use View Document. | Menga 
. | Documents 
You can specify the following options on the Definition menu: 
; , Sorting and 
e Select Filename (1) if you want to import a file (for instance, a text or | Selecting 
graphics file). Then type the name of the file and press Enter. | 
WordPerfect inserts the file into the box. To create an empty box and | Using 
; Co 
enter the contents later, leave this option blank. In subsequent Rains 
. ar : | 
sections, you learn how to import a graphics image and add text to the di 
box. Tables 
e Select Contents (2) to tell WordPerfect what type of material the box 
Referencing 
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Index 
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e Select Anchor Type (4) to specify the way you want the box to be 
anchored. A paragraph-type box stays with the paragraph to which it is 
assigned. If the paragraph moves, the box moves. A page-type box is 
anchored to the page and stays in that position regardless of any editing 
changes. If you choose a page-type box, WordPerfect prompts you to 
indicate whether you want the box to appear on the current page or 
whether you want to skip some pages before inserting the box. A 
character-type box is treated as a character and wraps with the line of 
text to which the box is anchored. 


e Choose Vertical Position (5) to specify the vertical alignment of the box. 
The type of box determines the placement options. For a paragraph-type 
box, enter the offset from the top of the paragraph. For a page-type box, 
choose one of five types of alignment: full page, top, center, bottom, or 
set position (enter an exact position). For a character-type box, choose 
to align the text with the top, center, or bottom of the box. Or choose 
Baseline (4) to align the last line of text in the box with the line of text 
where the character-type box is located. 


e Select Horizontal Position (6) to specify where the box is positioned 
horizontally. Again, the type of box determines the placement options. 
For a paragraph-type box, choose to align the box with the left or right 
margin, centered between the margins, or extended from margin to 
margin. For a page-type box, choose to align the box with the margins 
or the columns (left, right, center, or from the left to the right margin or 
column); or use Set Position (3) to enter an exact location. A character- 
type box is aligned vertically only. 

e Choose Size (7) to select the size of the box. You can enter the width or 
height, or both. If you enter only the width or height, WordPerfect 
calculates the other dimension. The Auto Both (4) option (the default 
setting) calculates both the height and width automatically. 

e Select Wrap Text Around Box (8) if you want the text to wrap 
automatically around the box. If you want text to flow through the box, 
select this option and change the default from Yes to No. 

e Choose Edit (9) to insert text in the box or to edit a graphics image 
retrieved into the box. When an editing screen appears, either type the 
text or edit the image. 
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Importing a Graphics Image 


WordPerfect’s PTR/Graphics disks contain clip-art files (with a WPG extension) you 
can import. Check your WordPerfect manual to review the other types of file 


formats you can import into WordPerfect. 


Suppose that you want to import the image of a printer from the WordPerfect PTR/ 


Graphics disks. Follow these steps to import the image: 


1. Move the cursor to the place in the document where you want the 


image to appear. 


N 


type. For this example, choose Figure (1). 


Press (Alt): F9) to activate the Graphics command, and select a box 


Access the Graphics pull-down menu and choose Figure. 


3. Choose Create (1) to display the Definition menu. 


4. Select Filename (1). 


Def inition: Figure 


1 - Filenane PRINTR-3.UPG 


2 - Contents Graphic 


3 - Caption 


Paragraph 


4 - Anchor Type 


5 - Vertical Position o” 


Right 
3.25” wide x 2.35" (high) 


6 - Horizontal Position 


? - Size 


8 — Wrap Text fround Box Yes 
3 - Edit 


Selection: 0 


6. Press (F7) (Exit) to return to the document. 


5. Type the name of 
the graphics file and 
press Enter). For 
example, to import 
the file that contains 
the image of a printer, 
type printr-3.wpg 
and press «Enter). 
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Johannes Gutenberg, the fif- FIG 1 
ry inventor of rov- 

able type, brought the written 

word to the public, and thus is 

responsible for publishing as it 


has been replaced by electronic 
ting--faster, more flexi- 
ble, but stíll very expensive, 
and stil] only part of the com- 
plex process of publishing. 


Today, personal computers bring 

a new gencration of publishing 

to the individual. The tech- 

nology is called “desktop publishing,” and it represents a whole 
new approach to a very old art. 


Desktop publishing starts with a personal computer. Your high- 

powered computer, along with the right software, gives you all the 

tools you need to design and publish a variety of printed materials 

at your own desk. Urite a press releace or create a sinple 

letterhead with a word processing prograa like VordPerfect for IBN 
C:\MPS1\BOOKNCOLLIN . TXT Doc 1 Pg 1 Ln 2” Pos 1” 
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9. Press F7) (Exit) to retum to the editing screen. 


. To display an outline 


of the image, position 
the cursor after the 
box. 


To view the document as 
it will appear when 
printed, press {eShift)(F7) 
(Print) and select View 
Document (6). 

OÐ Access the File pull- 
down menu, choose 
Print, and select View 
Document (6). 


Note: If you do not specify the box size, WordPerfect calculates an initial box size 
based on the space remaining on the page. When you import a graphics image, 
WordPerfect adjusts the proportions of the box to suit the image. You can modify the 


size of the box at any time. 


Entering Text into a Box 


When you create a box, you can fill it with text by specifying on the Definition 
screen the name of an existing text file. If, however, you prefer to type text directly 
into the box. you can do that as you create the box, or you can go back later and 


type the text into an empty box. 
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oe ee 


To enter text directly into a box, follow these steps: 


1. Press (Alt): F9) to activate the Graphics command, and select Text Box (3). 
o Access the Graphics pull-down menu and choose Text Box. 


To enter text as you create the box, select Create (1). To enter text 
into an empty existing box, select Edit (2), type the box number, and 


press (Enter). 


3. From the Definition menu, select Edit (9). 


N 


On this screen, you can enter 
any text you uant to include 
in a graphics text box. 


A screen for entering 
text appears. 
hg Type the text, using 
any of WordPerfect's 
| text-formatting 
features, 


Ln 0.333" Pos 2,3" 


Box: Press Exit when done, Graphics to rotate text 


5. Press (AIt){F9) (Graphics) if you want to rotate the text, and select a 
degree of rotation: 0, 90, 180, or 270. 
6. Press (FZ) (Exit) twice to return to the document. 


Editing Boxes and Images 


You can edit both the box and the image within it. You can edit the box, for 
instance, by changing the numbering or type of box. If you import a graphics file 
into a box, you can edit the image by moving, scaling, rotating, mirroring, or 


inverting it. 


Editing a Graphics Box 


You can renumber boxes, for example, to begin a new chapter (stored in its own 
disk file) with the proper numbering. To change a box number, follow these steps: 


1. Position the cursor before the box you want to renumber, 
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2. 


4. 


Press (Alt) F9) to activate the Graphics command, and select the type of 
box you want to renumber. 


C5 Access the Graphics pull-down menu and select the type of box. 
Choose New Number (3), type the new number, and press “Enter). 


If you are using two-level numbering, enter a new number for each level 
(for example, type 3e). 


To see the change, position the cursor after the newly numbered box. 


To change the box type, follow these steps: 


1. 


Nu dR WN 


Press (Alt) F9) (Graphics) and select the type of box to be changed. 


Oo Access the Graphics pull-down menu and select the type of box to 
be changed. 


. Select Edit (2). 


Type the number of the box to be changed and press Enter). 


. Press (Alt) F9) (Graphics) and select a new box type. 
. Press 7) (Exit) to return to the document. 


. To display the change on-screen, position the cursor after the box. 


Editing a Graphics Image 


If you import a graphics image into a box, you can edit the image by moving, 
scaling, rotating, mirroring, or inverting it. 


To edit an imported graphics image, follow these steps: 


1. 


S12 


Press Alt) F9) to activate the Graphics command, and select the type of 
box you want to edit. 


T Access the Graphics pull-down menu and select the type of box. 


. Select Edit (2). 
. Type the box number and press ~Enter). 
. Select Edit (9) from the Definition menu. 
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Follow these steps to enter a precise measure of movement: Referencing 


1. Select Move (1). 
Type the horizontal distance to move, and then press ‘~Enter). Positive 


eee. a eee ee - | ee 
- 
ray 


j 
numbers move the image to the right; negative numbers move it to the i 
ppendix ; 
left. 
3. Type the vertical distance to move, and then press Enter). Positive Appendix B 


numbers move the image up; negative numbers move it down. 
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Scaling an Image 


Press PgUp to make the 
image larger, or press PgDn 
to make the image smaller. 


Arrow as Move; Pallp/Pain Scale; #/- Rotate; las 7 Change: Cote Reset 
Move; 2 Scale; 3 Rotate; 4 Invert On; 5 Black & White: A (187, 


Use the following steps to scale an image by a specified percentage: 


1. Select Scale (2). 


2. For Scale X, type the percentage to scale the image horizontally (from 
side to side), and press Enter). 

3. For Scale Y, type the percentage to scale the image vertically (from top 
to bottom), and press “Enter). 


Note: To retain the proportions of the image, enter the same numbers for X and Y. 


Rotating and Mirroring an Image 


Press the minus sign (—) on 
the numeric keypad to 
rotate the image clockwise, 
or press the plus sign (+) to 
rotate the image 
counterclockwise. 


e; les x Change; Cote Reset 


lack 4 ite: 
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Introduction 
, ; Getting 
Follow these steps to rotate an image by a specified amount: Started 
1. Select Rotate (3). | Editing 
2. Type the number of degrees to rotate the figure (positive numbers | 
d Enter). | Working 
only), and then press (~Enter) with Blocks 
3. Atthe Mirror Image? prompt, select Yes if you want to mirror the 
image, or select No if you don't. | Formatting 
Lines and 
Paragraphs 


Inverting an Image 
Formaning 


To invert an image, select Invert (4). WordPerfect redisplays the figure with each Pages 
dot in its complementary color. For example, black-on-white becomes white-on- 


black. This feature works only on bit-mapped images. 


SE ee a E eee ee 


Proofreading 


oe = 


Printing 


Managing 
Files 


Creating Graphics Lines 


With WordPerfect, you can create vertical and horizontal graphics lines on the 


| 
| 
I 
t 
| 
| 
: . ; . ; . | Creating 
printed page. The lines can be shaded or black. You can also edit graphics lines. l| Siaeros 
| 
. . M j 
To create graphics lines, follow these steps: ee 
Documents 
1. Position the cursor where you want to begin drawing a line. | 
2. Press (Aİt)(F9) to activate the Graphics command, and select Line (5). Sorting and 
Selecting 
C3 Access the Graphics | Using 
| Columns 
pull-down menu and | 
select Line. i 
| Tables 
| 
| Referencing 
f ' 
| a 


Edit Horizontal 
Edit Vertical 


3. Choose Create Line: Horizontal (1) or Create Line: Vertical (2). 
(52 Choose Create Horizontal or Create Vertical from the Line pop-out ippa 
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Graphics: Horizontal Line 


1 - Horizontal Position 
2 — Vertical Position 
3 - Length of Line 


4 - Uidth of Line 0.013” 
5 - Gray Shading ( of black) 100% WordPerfect displays the 
Graphics: Horizontal Line 
PT T menu or the Graphics: 
1 - Horizontal Position Left Margin Vertical Line menu. 


Z - Vertical Position Full Page 
3 - Length of Line 
4 - Uldth of Line 0.013” 


S - Gray Shading (% of black) 100% 


4. If you want to change the defaults, choose options and enter the 
appropriate information. 


5. Press (F7) (Exit) to retum to the editing screen. 


From the Horizontal or Vertical Line menu, you can accept the defaults for the line or 
select from the following options: 


e For a horizontal line, choose Horizontal Position (1) to place the 
horizontal line against the left margin, against the right margin, centered 
between both margins, extending from the left to the right margin, or 
starting a specified distance from the left edge of the page. 


For a vertical line, you can position the line just outside the left or right 
margin, or between a specified column and the column immediately to 
the right. Or you can use Set Position (4) to enter a specific position 
measured from the left edge of the page. 


e For a vertical line, choose Vertical Position (2) to extend the vertical line 
from the top margin to the bottom margin (the default setting) or to 
place such a line against the top or bottom margin, centered between 
the top and bottom margins, or at a specified distance from the top of 
the puge. l 
For a horizontal line. you can choose Baseline (1), which is the default 
setting. to establish the line at the current cursor position; or you can 
select Set Position (2) to specify an exact location. 


Using Line Draw 


- _ - em m 


eee 


e Unless you have specified a horizontal position of Full or a vertical 


position of Full Page, choose Length of Line (3) to specify the 
length of the line. Depending on the placement of the line, 
WordPerfect may calculate the line length for you. The line length is 
calculated as the distance between the cursor and the left margin. 
Select Width of Line (4) to define the thickness of the line. 

Select Gray Shading (% of black) (5) to choose to print the line shaded 
between 0% (white) and 100% (black). 


You can edit a graphics line after you have created it, using the following 


procedure: 
1. Position the cursor immediately after the line you want to edit. 
2. Press (Alt) F9) (Graphics) and select Line (5). 
(49 Access the Graphics pull-down menu and select Line. 
3. Select Edit Line: Horizontal (3) to edit a horizontal line, or select Edit 


Line: Vertical (4) to edit a vertical line. 
(> Select Edit Horizontal or Edit Vertical from the Line pop-out menu. 


WordPerfect searches backward from the cursor position for an 
existing line; if no line is found, WordPerfect searches torward to the 
end of the document. 

Depending on the type of line you specified to edit. WordPertect 
displays the Graphics: Horizontal Line menu or the Graphics: Vertical 
Line menu. 


4. To edit the line, select the options you want. 
5. Press (F7) (Exit) to return to the editing screen. 


Keep in mind that text does not wrap around graphics lines. If you place a vertical 
or horizontal graphics line in the middle of text, the line will print over the text. 


Using Line Draw 


If you plan to edit your document, use the Graphics feature to draw lines and 
boxes so that the images don't change inadvertently as you edit. If you want, you 
can use the Line Draw feature to draw a line or box by simply moving the cursor. 
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Keep in mind that lines and boxes drawn with Line Draw are composed of characters 


and are part of the text. You cannot type over them or around them without 
disturbing them. 


To draw a line or box with Line Draw, complete these steps: 
1. Press {Ctri) F3) to activate the Screen command, and select Line Draw (2). 
OD Access the Tools pull- 


down menu and select 
Line Draw. 


Date Fornat 


Outline > 
Paragraph Nunber 
Def ine 


Merge Codes > 
Merge 


A menu of line-drawing 
options is displayed. 


1 |: 2 J: 3 =: 4 Change: 5 Erase: 6 Move: 1 


2. Select one of the following options: 
e Choose 1 to draw a single line. 
e Choose 2 to draw a double line. 
e Choose 3 to draw a line of asterisks (*°°**). 
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Summary 


e Choose 4 to display a 
menu of alternative line 
styles, and then select 

1/:2§: 39:4: Sg: 6]: 7 |: 6 3: 9 Other: 0 the one you want. 


e Select 5 to erase a line you’ve drawn. 

e Select 6 to move the cursor to a new location without drawing a line. 
3. Use the cursor keys to draw the line or box. 
4. Press (F7) to quit Line Draw. 


Summary 


In this chapter, you learned to define various types of graphics boxes and to import 
images into those boxes. You explored some of the options for each type of box, 
such as border styles, caption styles, spacing between the border and contents, and 
box shading. You learned that you can edit a graphics image in WordPertect by 
changing the size of the image or by rotating it. And you learned about 
WordPerfect’s capabilities for drawing lines to enhance a document. This chapter 
completes your introduction to WordPerfect. 
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Installing WordPerfect 5.1 


If WordPerfect 5.1 is not already installed on your system, you must complete the 
installation procedure. WordPerfect 5.1 offers a number of installation options, 
including the Basic installation, the Custom installation (for installing WordPertect 
to specific directories), and the Network installation (for installing WordPerfect tor 
use On a network). This text shows you only how to install WordPerfect in a 
standard manner, using the Basic installation option. You can use this procedure 
whether your copy of WordPerfect is on 5 1/4-inch or 3 1/2-inch diskettes. 
Separate instructions are provided here for hard disk systems and dual floppy disk 
systems. After you complete the installation, turn to Chapter 1, “Getting Started,” for 
instructions on how to start WordPerfect. (That chapter also shows you how to exit 


the program.) 


Part of the Basic installation includes installing one or more printers and selecting 
the one you want to use as your default printer. If you need to install a printer after 
you have installed the program, this text shows you how to install the new printer. 
You also learn how to select font cartridges and soft (downloadable) fonts for your 
printer, and how to select an initial (base) font. For instructions on selecting any 
printer you have installed, see Chapter 7, “Printing.” 
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Making Backup Copies of Your Master Diskettes 


Before you begin installing WordPerfect 5.1, you should make backup copies of your 
original program diskettes (your master diskettes). Store the master diskettes and the 
copies in safe, separate locations. The backup copies are important in case something 
happens to your master diskettes. Use the DOS DISKCOPY command to make the 


backup copies. Be sure to label each backup diskette with the name of the master 
diskette. 


On a dual floppy disk system, follow these steps to make backup copies of your 
original diskettes: 


1. Place your DOS diskette in drive A. 

2. Tum on the computer. 

3. If prompted, type the current date and press (Enter); then type the 
current time and press ~Enter). 

4. At the A> prompt, type diskcopy a: b: and press Enter). 


DOS prompts you to place the source diskette in drive A and the target 
diskette in drive B. 


5. Place a master diskette (the source diskette) in drive A and place a blank 
diskette (the target diskette) in drive B. Then press (Enter). 

6. When DOS displays the prompt Copy another diskette (Y/N) ?, 
press Y). 

7. Repeat Steps 5 and 6 until you have made a copy of each master 
diskette. 


8. After you have copied all the master diskettes, press {N} at the Copy 
another diskette (Y/N)? prompt. 


If your computer has one floppy disk drive and a hard disk, follow these steps to 
make backup copies of your master diskettes: 


1. Turn on the computer. 
2. If prompted. type the current date and press Enter); then type the 
current time and press ~Enter). 
3. At the C> prompt, type diskcopy a: a: and press Enter). 
4. When DOS prompts you to insert a source diskette, insert a master 
diskette and press ~Enter). 


5. When DOS prompts you to insert a target diskette, insert a blank diskette 
and press ~Enter). 


Installing WordPerfect on a Hard Disk System 


6. When DOS displays the prompt Copy another diskette 
(Y/N) ?, press (Y). 

7. Repeat Steps 4 through 6 until you have made a copy of each master 
diskette. 

8. After you have copied all the master diskettes, press (N) at the Copy 
another diskette (Y/N)? prompt. 


Installing WordPerfect on a Hard Disk System 


Running WordPerfect on a hard disk system is strongly recommended. The 
following instructions are based on a hard disk installation. If you want to install 
WordPerfect on diskettes, see “Installing WordPerfect on a Dual Floppy Disk 
System” later in this appendix. 


Starting Install 
To begin the installation to a hard disk system, follow these steps: 


1. Place the Install/Learn/Utilities 1 diskette in drive A and close the drive 
door. 

2. To make sure that you are at the DOS A> prompt, type a: and press 
(Enter ). 

3. Type install and press (“Enter). 
WordPerfect displays a welcome screen and asks whether you want to 
continue with the installation. 


4. Select Yes. 
5. At the prompt that asks whether you are installing to a hard disk, 
select Yes. 


WordPerfect displays the Installation menu. 


Selecting the Basic Installation 


WordPerfect’s Installation menu gives you a number of options for various kinds of 


installation. To select the standard type of installation, follow these steps: 


1. Select Basic (1) to start the installation. 
WordPerfect displays a screen asking whether you want to install the 
Utility files. 
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2. Select Yes. 
You are then given the following instruction: 
Insert the Install/Learn/Utilities 1 master 
diskette into A:\ 

3. Press '~Enter) to continue with the installation. 

4. Follow the screen prompts. At each prompt that asks whether you want 
to install particular files, select Yes. When you are prompted to place 
certain diskettes into drive A and press ~Enter). do so as directed. 
After you copy the WordPerfect files to your hard disk, the Install 
program next checks the CONFIG.SYS and AUTOEXEC.BAT files and 
alters them as needed to accommodate WordPerfect. 

. Select Yes to modify your CONFIG.SYS file as needed. 


6. Select Yes to change the AUTOEXEC.BAT file so that you can run 
WordPerfect from any directory. 


WN 


The next part of the installation process is to select printers. To continue with the 
installation on a hard disk system, see the section “Installing Printers” later in this 
chapter. 


Installing WordPerfect on a 
Dual Floppy Disk System 


When you install WordPerfect on a dual floppy disk system, you actually use the 
WordPerfect master diskettes to create a set of working diskettes specifically for 
running the program on your system. To create this special set of installation 
diskettes, you first must prepare a set of blank formatted diskettes that will hold the 
files needed to run the program. You then can continue with the installation process. 


To run WordPerfect from diskettes alone, your system must have one of the 
following combinations of floppy disk drives: 
e Two 5 1/4-inch high-density drives 
e Two 3 1/2-inch double-density or high-density drives 
e One 5 1/4-inch high-density drive and one 3 1/2-inch double-density or 
high-density drive 


If you do not have one of the listed combinations. you cannot run WordPerfect from 
diskettes. 
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Installing WordPerfect on a Dual Floppy Disk System 


Preparing the Diskettes 


To install WordPerfect on floppy diskettes, you must prepare (format) 10 diskettes 
before you begin. Remember that you must use high-density 5 1/4-inch diskettes, 
or either double-density or high-density 3 1/2-inch diskettes. The first diskette must 


be formatted as a bootable diskette—one you can use to start the computer. 


Follow these steps to prepare the diskettes: 


= eS NS 


SN 


15. 


To prepare the bootable diskette, insert your DOS diskette into drive A. 


Insert the diskette to be formatted into drive B. 
At the A> prompt, type format b: /s and press (Enter). 
When you see the prompt Insert new diskette for drive B and 
strike ENTER when ready, press (Enter) to begin formatting the 
diskette. 
After your system has formatted the diskette and the disk drive light 
goes out, the following prompt appears: 

Format another (Y/N)? 
Press {N) and then (“Enter). 
Remove the diskette from drive B, and label it WordPerfect 1. From 
now on, you can use this diskette to start your computer. 
To format another of the 10 diskettes, insert a diskette in drive B. 


At the A> prompt, type format b: and press (Enter). 


. When you see the prompt Insert new diskette for drive B 


and strike ENTER when ready, press ‘“Enter] to begin formatting 
the diskette. 


. At the prompt Format another (Y/N) ?, press (Y) and then 


(“Ent er). 


Remove the formatted diskette from drive B. 


. Insert another diskette in drive B and press {“Enter). 
. Repeat Steps 11 through 13 to format the remaining diskettes. After 


you have formatted the last diskette, press (N) and then Enter) at the 
prompt Format another (Y/N)? Remove both diskettes from the 


drives. 

Label the nine diskettes you just formatted as the following: 
WordPerfect 2, Install/Utilities, Learning/Images, Macros/Keyboards, 
Speller, Thesaurus, PTR Program, Fonts/Graphics, Printer (ALL) Files. 
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Starting Install 
To begin the installation for a dual floppy disk system, follow these steps: 


1. Insert the Install/Leam/Utilities 1 diskette into drive A. 
2. At the A> prompt, type install and press Enter). 

3. At the welcome screen, select Yes to continue. 
4 


. At the prompt asking whether you are installing to a hard disk, 
select No. 


5. At the prompt asking you to verify that you have 10 formatted diskettes 
ready, select Yes. 


WordPerfect displays the Installation menu from which you can select the type of 
installation you want. 


Selecting the Basic Installation 


To usc the Basic installation procedure with a dual floppy disk system, you must 
have the proper disk drives, and the drives must be drives A and B. If one of the 
drives is a drive other than A or B, you must use the Custom installation procedure. 


To select the Basic installation, follow these steps: 


1. Select Basic (1) to start the Basic installation. 


2. Follow the screen prompts, responding Yes to each of them and placing 
the appropriate diskettes into drives A and B as directed. 


The next part of the installation procedure is to select printers. To continue with the 


installation on a dual floppy disk system, refer to the next section, “Installing 
Printers.” 


Installing Printers 


During this part of the installation, you install the printer drivers for each printer you 
want to use with WordPerfect. Note that the first printer which you install for 
WordPerfect becomes the default selected printer. 
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To install the printer(s) you will use with WordPerfect 5.1, follow these steps: 


1. 


Place the diskette labeled Printer 1 in drive A and press Enter) to 
display a list of printer drivers. 

To find the name of the printer you want to install, use the PgDn or 
PgUp keys, or press (N) (Name Search) and type the name of the 
printer you want. For example, press (N), type hp laserjet series II to 
display the screen with that printer name, and press (“Enter). 

Once you locate the printer you want to install, type the number of the 
printer and press ‘~Enter). To install the HP LaserJet Series II printer, 
for example, type 17 and press (Enter). 

Note: As WordPerfect gains support for additional printers, the number 
of the HP LaserJet Series II printer may change from 17. 

The printer you choose in this step—that is, the first printer you 
choose during the installation—becomes the default selected printer. 
When you are asked whether you want to install the printer, 

select Yes. 

When you are asked whether you want to install the printer (ALL) files, 
select Yes to install these files; they are required to print your 
documents. 

If you are prompted to insert another printer diskette into the drive, do 
so and press ‘~Enter). 

At the prompt asking whether you want to install another printer, 
select Yes if you want to do so, and then repeat Steps 2 through 6. If 
you don’t want to install another printer, select No and continue with 
the steps that follow. 


Completing the Installation 


To complete the installation process, you need to enter your registration number, 


read any information that WordPerfect displays about printers you installed. exit 
Install, and reboot the system. Follow these steps: 


As 


At the prompt to enter your registration number, type the number 
found on the registration card in your WordPerfect binder, and then 


press Enter). 
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Note: If you are installing to a floppy disk system, the prompt for 


entering your registration number doesn't appear until after you start the 
program. 


The Install program starts WordPerfect and automatically selects as the 
default the first printer you specified in the preceding steps from the ALL 
file. At this point, WordPerfect may display helpful information about the 
printers you have installed. Be sure to read this information. You can use 
Shift-PrtSc or Print Screen (on an Enhanced Keyboard) to copy this 
information to your printer. 

2. To continue with the Install program, press any key. 


The final WordPerfect installation screen displays the names of README 
files that contain recent information on WordPerfect not included in the 
documentation. Make a note of these file names. You may want to 
retrieve these files into WordPerfect to read or print them later. 

3. Press '~Enter) to continue. 

4. Remove the WordPerfect installation diskette from drive A and reboot 


the computer by pressing (Ctrl) Alt) Del). You must reboot the computer 
in order to activate the changes in CONFIG.SYS and AUTOEXEC.BAT. 


You are now ready to start WordPerfect. See Chapter 1, “Getting Started.” 


Installing a New Printer 


In the course of using WordPerfect 5.1, you may acquire a new printer. If you have 
installed a group of printer drivers (that is, you copied the ALL files when you 
installed your printers) and you want to use a printer from that group, you can 
install a printer by using the Select Printer option on the Print menu. The first part of 
this section discusses how to install a printer with that option on the Print menu. If 
the printer driver for your new printer is not listed among those displayed through 
the Print menu, you must use the Install program to install your new printer. (See 


Chapter 7, “Printing.” for instructions on selecting a printer after you have 
installed it.) 


If your new printer is a luser printer, you may want to make some additional setting 
changes, either initially when you first get the printer, or later for some particular 
uses. For example, you may want to select certain font cartridges or soft 
(downloadable) fonts so that they ure available for use. Or you may want to change 
the initial font set for your new printer. 
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Installing a New Printer with the Print Menu 


Some offices have a variety of printers from the same manufacturer. For instance, 
an office may have an HP LaserJet and an HP LaserJet+. Later, an HP LaserJet Series 
II may be added to the office. When WordPerfect was initially installed and the 
printers were installed, the ALL file was copied to the disk. Now, to use the Series 
I] printer, instead of using the Install program, you can simply use the Print menu 
to install the HP LaserJet Series II as an additional printer. 


To install a new printer with the Print menu, follow these steps: 


1. Press (eShift) F7} to activate the Print command. 
Access the File pull-down menu and select Print. 

2. From the.Print menu, choose Select Printer (S). 
Note: If your printer is listed, you do not need to install it. Press EZ) 
(Exit) three times to return to the editing screen. 

3. Select Additional Printers (2). 
If you see the message Printer files not found, you must use 
the Install program to install the ‘printer files you will need. 

4. Use (PgUe} or PgDn) to move through the list of displayed printer drivers 
until you find the printer you want to install. 
If the printer you want to install is not listed, you must use the Install 
program, as described in the next procedure, to install the appropriate 
printer files. 

5. Move the highlight bar to the printer you want to install, and choose 
Select (1). 

6. Press Enter) to accept the displayed name. 
WordPerfect displays information about the printer. 

7. Press (F7) (Exit) four times to retum to the editing screen. 


Installing a New Printer with the Install Program 


To install a new printer with the Install program, start the Install program as 
described in the section “Starting Install” for either a hard disk or a dual floppy disk 


system. Then follow these steps: 


1. From the Installation menu, select Printer (4). 
2. At the prompt, place the Printer master diskette in the disk drive. 
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3. Look through the list of printers to find your printer; then type the 
corresponding number for your printer and press '~Enter). 

4. When you are asked whether you want to install the printer, select Yes. 

5. When you are asked whether you want to install the printer (ALL) files, 
select Yes to install these files; they are required to print your 
documents. 

6. If instructed, place the correct Printer diskette into the disk drive and 
press ‘~Enter). 

Your new printer is installed for use by WordPerfect. 

7. At the prompt asking whether you want to install another printer, select 
Yes to install another printer, or select No if you don’t want to do so. 
WordPerfect displays information about the printers you have installed. 

8. Press any key to complete the process. 

9. Remove the Printer diskette from drive A. 


Selecting Font Cartridges and Soft Fonts 


Most printers enable you to print in two or three different fonts that come built into 
the printer. However, many printers (especially laser printers) give you great printing 
flexibility by letting you use fonts that are not built into the printer. These fonts are 
stored either on your computer or in font cartridges that plug into the printer. The 
fonts stored on your computer are called downloadable fonts because they must be 


sent, or downloaded, to your printer before the printer can use them. (Downloadable 
fonts are often called soft fonts.) 


WordPerfect enables you to take full advantage of font cartridges and downloadable 


fonts. However, you must first purchase the font cartridges and downloadable fonts; 
they are not included with WordPerfect. 


If you have purchased either type of additional font, you must tell WordPerfect that 


you have the fonts available. You do this after defining the printer by following these 
steps: 


1. From the editing screen, press Shift) FZ) to activate the Print command. 
Co Access the File pull-down menu and select Print. 

Choose Select Printer (S). 

3. Highlight the printer you want, and then select Edit (3). 
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4. From the Select Printer: Edit screen, select Cartridges and Fonts (4). 


WordPerfect displays the Select Printer: Cartridges and Fonts screen. 
Note that this screen will look slightly different for each printer. 


Follow the instructions in the next sections to tell WordPerfect which font 
cartridges and soft (downloadable) fonts you are using. 


Font Cartridges 
To tell WordPerfect which font cartridges you are using, follow these steps: 


1. From the Select Printer: Cartridges and Fonts screen, highlight the 
Cartridges line and press (“Enter). 
WordPerfect displays a list of cartridges available for the printer. 

2. Highlight the cartridge you will be using and press (J. If you have 
another cartridge, highlight it and press ($). 

3. Press (F7) (Exit) five times to return to the editing screen. 


If you also will be using soft fonts, continue with the next section. Otherwise, 
move ahead to the section “Selecting an Initial Font.” 


Soft (Downloadable) Fonts 


If you are using soft fonts, you must tell WordPerfect which fonts you are using. In 
addition, you must tell WordPerfect whether the soft fonts are always loaded in the 
printer or are simply available for loading when needed during a print job. 


To tell WordPerfect which soft fonts you will be using, follow these steps: 


1. From the Select Printer: Cartridges and Fonts screen, highlight the 
Soft Fonts line and press (~Enter). 
WordPerfect displays a list of font families commonly used with the 
printer. 

2. Highlight the family of fonts you will be using and press Enter). 
WordPerfect displays a list of fonts available for use with the printer. 


3. Mark every font you may ever use with a plus sign (+). In this step, 
you are telling WordPerfect that the marked fonts are available for use. 
Generally, you should mark every font you have available. 
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4. Decide which fonts you will be using frequently and mark each of those 
with an asterisk (°). 

These are the fonts you will send to the printer every day when you 
initialize the printer. After initialization, the fonts remain in the printer 
until you tum it off. Instructions for initializing the printer are contained 
in the last section of this appendix. 

You should mark only your most frequently used fonts for initialization 
because they use the memory available in your printer. The more 
memory you use, the slower your printer will operate, especially when 
printing graphics. 

5. Press (FZ) (Exit) three times to return to the Select Printer: Edit screen. 
Now you must tell WordPerfect where the soft fonts are stored on your 
computer. 

6. Select Path for Downloadable Fonts and Printer Command Files (6). 

7. Type the name of the directory that contains your fonts and press 
~Enter}. A recommended directory name is C:\WP51\ FONTS. 

8. Press F7) (Exit) three times to return to the editing screen. 


Now you can move ahead to the next section, “Selecting an Initial Font.” When you 


use soft fonts, you must also initialize your printer, as described in the final section of 
this chapter. 


Selecting an Initial Font 


When you define your printer, WordPerfect automatically selects one of the printer's 
fonts as its initial (or base) font. This font will automatically become the initial font 
for any document you create while this printer is selected. The initial font should be 
the font you use most frequently with this printer. 


If the selected font is not the one you want, you can change it by following these 
steps: 

1. From the editing screen, press ‘*Shift) F7) to activate the Print command. 
O> Access the File pull-down menu and select Print. 
Choose Select Printer (S). 
3. Highlight the printer you want, and then select Edit (3). 
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6. Press £7) (Exit) three times to return to the editing screen. with Blocks 
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Initializing Your Printer Lines and 

Paragraphs 
The final step in preparing to use soft (downloadable) fonts is to send your most | 
frequently used fonts to the printer so that they will be immediately available for — 


use. This procedure is called initializing the printer. You must initialize the printer 


when you first turn it on or whenever the printer loses power. Proofreading 


To initialize your printer, follow these steps: Printing 


1. Make sure that the printer is turned on and that it is on-line with your Wiii 


| 
computer. Files 
2. From the editing screen, press (eShift) FZ) to activate the Print 
l Creating 
command. ! ena 
C) Access the File pull-down menu and select Print. 
e . \ferging 
3. Check to be sure that the proper printer is selected. | aida 
4. Select Initialize Printer (7). | 
O Soning and 
Depending on how many fonts you send to the printer, the initialization process | Selecting 
could take anywhere from a few seconds to several minutes. After starting 
initialization, you can begin sending documents to the printer. They will print | ae 
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Action Keyboard Pull-Down Menu ar Mouse | creating ° 
a a Macros 
Cursor Movement | 
r , . Merging 
Move up one line (t) Point to new position and | Documents 
press left mouse button | 
: a : a Sorting and 
Move down one line; o Point to new position and | Solea 
reformat existing text press left mouse button | 
Move left one character (e) Point to new position and | poe i 
press left mouse button | 
F e e,e | - . 
Move right one character (>) Point to new position and dstieeus 
| Tabl 
press left mouse button Ti 
Move right one word (Ctrl) Point to new position and ideencing 
press left mouse button 
Move left one word (Ctre) Point to new position and a 


press left mouse button 
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Action 


Move to right end of line 


Move to left edge of screen 
Move up one paragraph 
Move down one paragraph 
Move to top of document 
Move to bottom of document 
Move to top of preceding 
page 
Move to top of next page 


Move to top of screen or 
preceding screen 


Move to bottom of screen or 
next screen 


Move to specific page 


Move to specific character 
Move to top of page 
Move to bottom of page 


Editing 

Retrieve file 

Delete single character 
Delete word to left 
Delete word to right 
Delete rest of line 
Delete to end of page 


Delete sentence 


Delete paragraph 
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Keyboard 


(Home)(>) or (End) 


Pull-Down Menu or Mouse 


Point to new position and 
press left mouse button 
(Home)(¢) 

Cta 
Ctr) 
(Home), (Home), (t 
(Home), (Home), 
PgUp) 


PgDn 


(-) (Numeric keypad) 
(+) (Numeric keypad) 


(Ctri)(Home), page #, 
Enter) 

(CtriJ(Home), character 
(Ctri)(Home), (+) 


Shift) F10) 

(Del) or (+ Backspace) 
(Ctrl) Backspace) 
(Home) Del) 
Ctri}Pabn), Yes 
Ctrl) F4), 
Sentence, Delete 
Ctr) Es, 
Paragraph, Delete 


File, Retrieve 


Edit, Select, Sentence, Delete 


Edit, Select, Paragraph, 
Delete 


| 
Keyboard Commands : 


Introduction 
| Getting 
Action Keyboard Pull-Doun Menu or Mouse | i 
Delete page (Ctri)(F4), Edit, Select, Page, Delete | Editing 
Page, Delete | 
Restore deleted text (F1), Restore Edit, Undelete, Restore | pai ji 
Switch document (eShift)(F3) Edit, Switch Document 
Split screen (window) (CtrI(F3), Window Edit, Window | prey 
Display hidden codes (Alt)(F3) or (F11) Edit, Reveal Codes | sis i 
Save and continue (F10) File, Save | onanii 
Save and quit (F7) File, Exit | saa 
| Proofreading 
Blocks i da 
n e= ' iNi 
Define block (AID (F4) or (F12 Move mouse while | 
pressing left button | Managing 
Rehighlight block (AI t)(F4), Midi 
(Ctri)(Home), | Creating 
(Ctri(Home) | Macros 
Move defined block (Ctr(E4), Edit, Move (Cut) | ats 
Block, Move | Documents 
Copy defined block (Ctr(F4), Edit, Copy 
| Sorting and 
Bisel Copy | skah 
Save defined block (F10) File, Save 
Print defined block (eShift)(F7), Yes File, Print, Yes pai 
Append defined block (Ctri)(F4), Edit, Append, To File | 
Block, Append | aro 
| Tables 
Boldface defined block (F6) Font, Appearance, Bold 
Underline defined block (F8) Font, Appearance, | Referencing 
Underline | 
Sap , | Creating 
Center defined block @Shift)(F6), Yes Layout, Align, Center, Yes | Graphics 
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Action Keyboard Pull-Down Menu or Mouse 


Formatting Lines and Paragraphs 


Change left and right (Shift) F8), Layout, Line, Margins 
margins for the current Line, Margins 

document only 

Change left and right (eShift) F1), File, Setup, Initial Settings, 


margins permanently Initial Settings, 
Initial Codes, 
(Shift) E8), 
Line, Margins 
Boldface (F6) 
Underline (F8) Font, Appearance, Underline 
(Ctrl) F8), Size Font 

Ctrl) F8), 


Initial Codes, Layout, 
Line, Margins 


Font, Appearance, Bold 


Change size of base font 


Change appearance of base Font, Appearance 


font 


View tab stop settings 


Change tab stops 


Appearance 


(Ctr) F3), Window, 


23, (Enter) 
(eShift) F8), Line, 
Tab Set 


Edit, Window, 23, (~Enter) 


Layout, Line, Tab Set 


Indent text (Tab =) 

Indent paragraph (F4) Layout, Align, Indent > 

Indent paragraph from (Shift) E4) Layout, Align, Indent > + 

both margins 

Create flush-right text (Alt) F6) Layout, Align, Flush Right 

Change line spacing *Shift) F8), Line, Layout, Line, Line Spacing 
Line Spacing 


-—_ 


Formatting Pages 
Change paper size 


Shift) F8), Page, 


Layout, Page, Paper Size/ 


Paper Size/Type, Type, Select 
Select 
Change top and bottom Shift) F8), Layout, Page, Margins 
margins Page, Margins Top/Bottom 
Top/Bottom 
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Action 


Center a page (top to 
bottom) 


Advance page 


Create header 


Create footer 


Edit header 


Edit footer 


Proofreading 

Search forward for text 
Search backward for text 
Search and replace text 


Check spelling of word, 
page, or document 
Check spelling of defined 
block 


Access thesaurus 


Keyboard 


(eShift)(F8), Page, 
Center Page (top 
to bottom), Yes 
(eShift)(F8), Other, 
Advance 
(eShift)(F8), Page, 
Headers, Header A 
or Header B, Every 
Page 

(eShift)(F8), Page, 
Footers, Footer A 
or Footer B, Every 
Page 

(Shift)(F8), Page, 
Headers, Header A 
or Header B, Edit 
(eShift)(F8), Page, 
Footers, Footer A 
or Footer B, Edit 


(F2) 

(eShift)(F2) 
(Alt)(E2) 

(Ctri)(F2), Word or 


Page or Document 


(CtriF2) 
(AIt}F1) 


AS Lee Command; 


Pull-Down Menu or Mouse 


Layout, Page, Center Page 
(top to bottom), Yes 


Layout, Other, Advance 


Layout, Page, Headers, 
Header A or Header B, 
Every Page 


Layout, Page, Footers. 
Footer A or Footer B, 
Every Page 


Layout, Page, Headers, 
Header A or Header B, Edit 


Layout, Page, Footers, 
Footer A or Footer B, Edit 


Search, Forward 

Search, Backward 

Search, Replace 

Tools, Spell, Word or Page 
or Document 

Tools, Spell 


Tools, Thesaurus 
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Action 
Printing 
Print single page 


Print selected pages 


Print defined block 


Print document on disk 


Print document on disk 
from the List Files screen 


Control printing 


View document 


Managing Files 
List files 


Search for file name 


Create or edit document 
summary 


Macros 
Create macro 


Run descriptive macro 


Edit macro 


Keyboard 


Shift) F7), Page 
Shift) F7), 
Multiple Pages 
(Shift) F7), Yes 
@Shift) F7), 


Document on Disk 


(F5), Enter), 


highlight file, Print 


Shift) F7), 
Control Printer 
(Shift) FZ), 


View Document 


(F5), ‘“Enter), 
Find, Name 
Shift) Fa), 
Document, 
Summary 


(Ctrl) Fi0) 

(Alt) F10), enter 
name 

Ctrl) F10), enter 


name, Edit 


Pull-Down Meni or Mouse 


File, Print, Page 
File, Print, Multiple Pages 


File, Print, Yes 

File, Print, Document on 
Disk ) 

File, List Files, 2 Enter), 
highlight file, Print 


File, Print, Control Printer 


File, Print, View Document 


File, List Files 


File, List Files, (“Enter), Find, 
Name 


Layout, Document, Summary 


Tools, Macro, Define 


Tools, Macro, Execute, 
enter name 


Tools, Macro, Define, enter 
name, Edit 


Action 


Merging Documents 


Select merge codes 


Merge files 


Sorting 
Sort 
Paragraph sort 


Line sort 


Merge sort 


Select sort order 


Specify sort keys 


Keyboard 


(eShift)(F9) 
(Ctri)(F9), Merge, 
enter primary and 
secondary file 
names 


(Ctri)(F9), Sort 
(Ctri)(F9), Sort, enter 
input and output, 
Type, Paragraph, 
Perform Action 
(Ctri)(F9), Sort, enter 
input and output, 
Type, Line, Perform 
Action 

(Ctri)(F9), Sort, enter 
input and output, 
Type, Merge, 
Perform Action 
(CtriJ(F9), Sort, enter 
input and output, 
Order 

(Ctri)(F9), Sort, enter 
input and output, 
Keys 


+e ee a ee ee ee 


s.~ 


Pull-Down Meni: or Mouse 


Tools, Merge Codes 
Tools, Merge, enter 
primary and secondary 
file names 


Tools, Sort 

Tools, Sort, enter input and 
output, Type, Parigriph, 
Perform Action 


Tools, Sor, enter input and 
output, Type, Line, 
Perform Action 


Tools, Sort, enter input and 
output, Type, Merge, 


Perform Action 


Tools, Sort, enter input and 
output, Order 


Tools, Sort, enter input and 
output, Keys 
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Action Keyboard Pull-Down Meniu or Mouse 

Columns 

Define newspaper-style Alt) F7), Columns, Layout, Columns, Define, 

columns Define, Type, News- Type, Newspaper, 
paper, F7), On £7). On 

Display a single newspaper- Shift) F1), Display, File, Setup, Display, Edit- 

style column Edit-Screen Options, Screen Options, Side-by 
Side-by side side Columns Display, No 
Columns Display, No 

Define parallel columns Alt) F7), Columns, Layout, Columns, Define, 
Define, Type, Type, Parallel or Parallel 
Parallel or Parallel with Block Protect, 
with Block Protect, EZ). On 
7), On 

Tables 

Create table structure Alt) FZ), Tables, Layout, Tables, Create, enter 
Create, enter column and row values, (F7) 
column and row 
values, F7) 

Referencing 

Create footnote Ctrl) F7), Footnote, Layout, Footnote, Create, 
Create, type text, F7) type text, [F7] 

Create endnote Ctrl) F7), Endnote, Layout, Endnote, Create, 
Create, type tex., F7) type text, EZ) 

Edit footnote Ctrl) F7), Footnote, Layout, Footnote, Edit, enter 
Edit, enter number, number, make changes, (F7) 
make changes, £7} 

Edit endnote Ctrl) F7). Endnote, Layout, Endnote, Edit, enter 
Edit, enter number, number, make changes, (E7] 
make changes, F7) 

Generate endnotes Alt) E5), Generate, Mark, Generate, Generate 
Generate Tables, Tables, Indexes, Cross- 
Indexes, Cross- References, etc., Yes 


References, etc., Yes 


ACHION 


Change footnote options 
Change endnote options 
Turm on outline 
Turn off outline 


Change numbering style 


Tum on automatic line 
numbering 


Turn off automatic line 
numbering 


Create a document 
comment 


Edit a document comment 


Convert a comment to text 
Convert text to a comment 


Mark a Table of Contents 
entry 

Define the style fora 
Table of Contents 


Keybourd 


(Ctri)(F7), Footnote, 


Options 

(CtriJ(F7), Endnote, 
Options 

(Shift)(F5), 

Outline, On 
(eShift)(F5), 

Outline, Off 
(eShift)(F5), Define, 
select style, (F7), 
(F7), (Ctri)(E3) 
Rewrite 

(eShift)(F8), Line, 
Line Numbering, 
Yes, (“Enter], (F7) 
(eShift)(F8), Line, 
Line Numbering, 
No, (FZ) 

(Ctri)(F5), Comment, 
Create, type 
comment, (F7) 
(Ctr(E5), Comment, 
Edit, edit 

comment, (F7) 
(Ctri)(F5), Comment, 
Convert to Text 
Block text, 


(Ctri)(F5), Yes 
Block text, {Al t)(F5), 
ToC, 1, (Enter) 
(AIt)(F5), Define, 
Define Table of 
Contents 


Keyboard Commands 


re 
-e ee ee ee ee 


Pull-Down Mentor Meaitse 


ee a ae ee ee ee ‘M 


—- = 


Layout, Footnote, Options 
Layout, Endnote, Options 
Tools, Outline, On 
Tools, Outline, Off 


Tools, Define, select style, 


(FZ), (FZ), (CtrCF3). Rewrite 


Layout, Line, Line 
Numbering, Yes, ~Enter). 
LEZ) 

Layout, Line, Line 
Numbering, No, £7) 


Edit, Comment, Create, 
type comment, (F7) 


Edit, Comment. Edit, edit 
comment, ‘F7) 


Edit, Comment, Convert to 
Text 

Block text, Edit, Comment, 
Create, Yes 

Block text, Mark, Table of 
Contents, 1, (“Enter) 

Mark, Define, Table 

of Contents 
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Action Keyboard Pull-Down Menu or Mouse 


Generate Table of (Alt) F5), Generate, Mark, Generate, Generate 
Contents Generate Tables, Tables, Indexes, Cross- 
Indexes, Cross- References, etc., Yes 


References, etc., Yes 


Graphics 

Select type of box (Alt)(F9), Figure or Graphics, Figure or Table 
Table Box or Text Box or Text Box or User 
Box or User Box Box or Equation 
or Equation 

Select box options (AIt)(F9), select Graphics, select box type, 
box type, Options Options 

Create graphics box (Alt)(F9), select Graphics, select box type, 
box type, Create Create 

Change box number (Alt)F9), select box Graphics, select box type, 
type, New Number, New Number, enter new 
enter new number number 

Change box type (Alt)(F9), select old Graphics, select old box type, 
box type, Edit, Edit, enter number to 
enter number to change, (AIt)(F9}, select new 
change, (Alt) F9), box type, (EZ) 
select new box 
type, (FZ) 
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SEARCH 
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Graphics 


Figure Create 
Table Box Edit 


Text Box New Number 
Equation 


Edit Horizontal 
Edit Vertical 


Create Horizontal 
Create Vertical 


Template 
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* Please wait * message, 38 
+ (Screen Down) key, 28 
(Screen Up) key, 28 


absolute 
margins, 91 
tabs, 103 
addressing envelopes, 253-258 
adjusting text after editing, 53 
advancing the printer, 135 
Align option, Layout pull-down menu, 
78, 105-107, 111-113, 339-341 
aligning text within cells, 326-327 
alignment character, 84, 108-109 
alphabetical feature list, 22-23 
alphanumeric keys, 15, 18 
Alt key, 18 
Alt-letter macro, 222-226 
antonym, 162, 177-178 
Appearance option, Font pull-down 
menu, 148-149 
Append option, Edit pull-down menu, 
74-75 
appending blocks of text, 74-75 
arrow keys, 27 


Assisted Mouse Pointer Movement, 32 
asterisk (°) wild-card character, 200, 213 
attributes 

cell, 325-326 

font, 94-97 
automatic 

line numbering, 344-345 

page breaks, 142-143 

reference, 351-356 


backing out 
block operation, 65 
macro execution, 228-229 
menu, 32-33, 35 
backing up master diskettes, 382-383 
Backspace key, 49 
Backward Search (Shift-F2) command, 
163, 165 
base font, changing, 97-99 


Base Font option, Font pull-down menu, 


98-99 
bin number, 129-130 
binding 

edge, 130 

width, 182, 195-196 
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hit-mapped image, 361 

blank lines, inserting in text, 49 

block operation, 62 C 
backing out, 65 

Block (Alt-F4 or F12) command, 63-65, 


67-68, 71, 73-74, 76-77, 79, 81, 317, calculation columns, 298-301 
319-322, 325, 352 Cancel (F1) command, 34-35, 72 
block protection, 144 canceling print jobs, 191 
blocks of cells, highlighting, 315-317 carriage retums 
blocks of text hard, 117-118 
appending, 74-75 soft, 117-118 
centering, 77-79 deletable, 118 
copying, 65-68 invisible, 117-118 
defining, 62-65, 67-68 cartridges, font, 390-391 
deleting, 71 cells, 304-305 
enhancing, 75 aligning text, 326-327 
highlighting, 63-65, 67-68. 71, 73-74, attributes, 325-326 
76-77 blocks of, highlighting, 315-317 
lowercase, 76-77 formatting, 305, 323-327 
moving, 65-68 joining, 315-316 
printing, 186 splitting, 315, 317-318 
protecting, 144 Center (Shift-F6) command, 78, 111-112, 
redlining, 148-150 339-341 
restoring, 72 center justification, 109-115 
retrieving for copying, 68 centering 
saving. 72-74 blocks of text, 77-79 
spelling check, 176 lines between margins, 111-112 
strikeout, 148-150 pages top to bottom, 134 
uppercase, 76-77 CGA card, 5 
Bold (F6) command, 76 character 
boldfacing text, 75, 93 set, 151-153 
bottom margins, changing, 133 strings, 162-169 
box types, 361-363 Characters option, Font pull-down 
equation, 362-363 menu, 151-153 
figure, 362-363 characters 
table, 362-363 alignment, 84, 108-109 
text, 362-363 hyphen, 116-117 
user-defined. 362-363 special, 150-153 
boxes wild-card, 200, 213 
contents, 361 clearing the screen, 41 
editing. 371-372 clicking, 20 
entering text into, 370-371 codes 
graphics date, 337 
changing options. 363-366 hidden, 169 
creating. 361-368 time. 337 
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columns, 304-305 Help (F3), 20, 22 stil 
adjusting width, 324-325 Indent (F4), 104-107 
calculation, 298-301 Left-Right Indent (Shift-F4), 105-106 Editing 
copying, 79-81 List (F5), 46-47, 188-190, 201-216, 218 
deleting, 81-82, 313-315 Macro Define (Ctrl-F10), 224-227, 230- Working 
displaying single, 286-287 232, 234-237 with Blocks 


inserting, 313-315 Macro (Alt-F10), 227-228 
manipulating, 79-82 Mark Text (Alt-F5), 149-150, 334, 351- 


math, 291-301 354 
moving, 79-81 Merge Codes (Shift-F9), 243-250, 252, 


newspaper-style, 282-287 257, 261-263 te 
parallel, 282, 287-290 Merge/Sort (Ctrl-F9), 257-258, 267-280 | ` cng 
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Columns option, Layout pull-down Print (Shift-F7), 74, 138, 182-188, 1X}  ; 
menu, 284-290, 292-301 197, 370, 389-393 iiia 
Columns/Table (Alt-F7) command, 283- Replace (Alt-F2), 166-169 
290, 292-301, 306-307, 310-317, 319- Retrieve (Shift-F10), 45 eee 
322, 324-327 Reveal Codes (Alt-F3 or F11), 333. {Files 
commands, 16-18, 395-410 347 
Backward Search (Shift-F2), 163, 165 Save (F10), 38-40, 73, 307 | Creating 
Block (Alt-F4 or F12), 63-65, 67-68, Screen (Ctrl-F3), 55-50, 100, 342-3-43, | Macros 
71, 73-74, 76-77, 79, 81, 317, 319- 378-379 | 
322, 325, 352 Setup (Shift-F1), 89-90, 92 ans | 
Bold (F6), 76 Spell (Ctrl-F2), 171-173, 176 | owe 
Cancel (F1), 34-35 Style (Alt-F8), 158 m 
Center (Shift-F6), 78, 111-112, 339-341 Switch (Shift-F3), 69-70, 76 he l 
Columns/Table (Alt-F7), 283-290, 292- Tab Align (Ctrl-F6), 108 
301, 306-307, 310-317, 319-322, Text In/Out (Ctrl-F5), 347-350 | Using 
324-327 Thesaurus (Alt-F1), 177-178 | Columns 
Date/Outline (Shift-F5), 337-343 Underline (F8), 76 ! 
DISKCOPY (DOS), 382-383 Comment option, Edit pull-down menu, Creating 
End Field (F9), 245 348-350 Tables 
Exit (F7), 38, 40-41 comments, document, 347-350 
Flush Right (Alt-F6), 113 Compose (Ctrl-2 or Curl-V), 151-153 Referencing 
Font (Ctrl-F8), 94-99, 148-149, 154 Conditional End of Page option. 144-145 
Creating 


Footnote (Ctrl-F7), 331-336 conditions, searching for, 214-215 
Format (Shift-F8), 85, 87-88, 90, 98, Convert Case option, Edit pull-down 

102, 109-110, 114-115, 119-120, menu, 77 

125-142, 144-147, 152-153, 216- converting 

217, 291, 344-346 case, upper/lower 76-77 
Forward Search (F2), 163-165 document comments to text, 350 
Graphics (Alt-F9), 155-156, 363-377 text to document comments, 350 
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Index 


copy operation, 62 
copy files, List Files screen, 206 
Copy option, Edit pull-down menu, 68, 
70 
copying 
between documents, 69-70 
blocks of text, 65-68 
columns, 79-81 
diskettes, masters, 382-383 
sentences/paragraphs/pages, 69 
Ctrl key, 18 
Ctrl-2 (Compose), 151-153 
Ctrl-Backspace (Delete Word), 49-50 
Ctrl-End (Delete to End of Line), 50 
Cul-Home (GoTo), 28 
Ctrl-PgDn (Delete to End of Page), 50 
Ctrl-V (Compose), 151-153 
cursor, 8 
moving, 26-30 
within tables, 307-308 
speed, 19 
Cursor Speed option, 19 


cursor-movement keys, 15, 18-19, 27-29 


D 


(DATE! merge code, 247-248 
data 
selecting for soning, 277-280 
sorting, 266-280 
date 
code, 337 
formatting, 338-339 
inserting in text, 335-337 


Date Text/Code option. Tools pull-down 


menu, 337-338 

Date/Outline (Shift-F5) command, 337- 
343 

default directory, 200, 209 

defuults, 8 
settings, 24-25 


Define option 
Layout pull-down menu, 344-346 
Tools pull-down menu, 343 
Definition menu, 368 
Del (Delete) key, 49, 71 
deletable soft return, 118 
Delete option, Edit pull-down menu, 52 
Delete to End of Line (Ctrl-End), 50 
Delete to End of Page (Ctrl-PgDn), 50 
Delete Word (Ctrl-Backspace), 49-50 
deleting 
columns/rows, 81-82, 313-315 
files, List Files screen, 206 
footnotes/endnotes, 333 
hidden codes, 58-59 
lines, 50 
sentences/paragraphs/pages, 51 
tab stops, 102 
text, 49-51 
blocks, 71 
with mouse, 52 
words, 49-50 
descriptive macro, 222-226 
directory, 200 _ 
default, 200, 209 
disk, printing, 190 
management, using List Files feature, 
201-216 
DISKCOPY (DOS) command, 382-383 
disks 
floppy, 12-13 
installing WordPerfect, 384-386 
directory, printing, 190 
hard, 12 
installing WordPerfect, 383-384 
printing from, 187-190 
Doc indicator, 14 
Document Initial Codes screen, 85, 90, 
138 
Document option, Layout pull-down 
menu, 87-88, 98, 114-115, 147, 216- 
217 


documents 
comments, 330, 347-350 
converting to text, 350 
comparing, 351, 357 
editing, 349 
enhancing text, 93-99 
previewing before printing, 36 
printing, 182, 184-186 
on-screen, 37-38 
revising, 44 
saving, 38-40 
searching, 162-169 
summaries, 216-217 
displaying, 218 
viewing, 193-196, 370 
windows, 44 
DOS (disk operating system), 200 
dot leader, 99 
double-clicking, 20 
double-sided printing, 130 
downloadable fonts, 390-392 
dragging, 20 
drawing lines, 377-379 
duplex printing, 130 
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{END FIELD) merge code, 243, 245, 276 
{END RECORD] merge code, 243, 246, 
276 
Edit pull-down menu, 53-55 
Append option, 74-75 
Comment option, 348-350 
Convert Case option, 77 
Copy option, 68-70 
Delete Option, 52 
Move (Cut) option, 67, 70 
Paste option, 68 
Protect Block option, 144 


Reveal Codes optian, 56-59 
Select option, 51, 69, 80, 82 


switch Document option, 53-55, 70 


Undelete option, 52-53 

Window option, 55-56, 100 
editing 

boxes, 371-372 

document comments, 349 

footnotes/endnotes, 332 

graphics images, 372-375 

macros, 231-232 

outlines, 341-342 

screen, 13-14 

table structure, 313-322 

text in tables, 309, 310 
editors 

equations, 155-157 

micro, 223, 231-232 

table, 305, 310-327 
EGA system, 5 
End Field (F9) command, 245 
endnotes 

creating, 331 

deleting, 333 

editing, 332 

formatting. 335-336 

genentting positioning, 33-4 
entering (ext, 20 

in tables, 308-309 

into a box, 370-371 

into parallel columns, 290 
envelopes, addressing, 253-258 
Equation option, Graphics pull-down 

menu, 156 
equations 

box, 362-363 

entering, 155-157 
Esc (Repeat) key. 29 
Exit (F7) command, 32, 38, 0-41 
exiting, help screen, 23 
extension. file, 39-40 
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finding specific files, 209-213 
floppy disks 
F formatting for WP installation, 385 
installing WordPerfect, 384-386 


j Starting WordPerfect, 12-13 
(FIELD NAMES} merge code, 243-245 Flush Right (Alt-F6) command, 113 


{(FIELD|fieldname merge code, 247-250 

fields, 240-241, 266 

figure box, 362-363 

Figure option, Graphics pull-down 
menu, 369-370 


font cartridges, selecting. 390-391 
Font pull-down menu, 94-97, 154 
Appearance option, 148-149 

Base Font option. 98-99 
Characters option, 151-153 


file extension, 39-40 fonts 
file name, 8 appearance, 96-97 
File pull-down menu attributes, 94-97 
Exit option, 40-41 base, 97-99 
List Files option, 46-47, 188-190, 201- cartridges, 390-391 
216, 218 enhuncing text, 94 
Print option, 74, 138, 182-188, 190- initial, 84, 392-393 
197, 389-393 size, 95-97 
Retrieve option, 45 soft (downloadable), 390-392 
Save option, 307 type, 129 
Setup option, 89-90, 92 Font (Ctrl-F8) command, 94-99, 148-149, 
file specification, 200 154 
file-naming guidelines, 39-40 footers, 124 
files creating, 136-137 
copying, 206 editing, 137-138 
deleting, List Files screen, 206 Footnote (Ctrl-F7) command, 331-336 
finding, 209-213 Footnote/Endnote options, Layout pull- 
input, 266, 268 down menu. 331-336 
managing, 201-218 footnotes 


marking. 215-218 creating, 331 


merging primary and secondary, 249- deleting, 333 

252 editing. 332 
moving, 206 formatting, 335-336 
output, 266, 268 form definition, 125-132 
print, 206 Format (Shift-F8) command, 85, 87-88, 
PRINTER.TST (test document), 184 90, 98. 102, 109-110, 114-115, 119- 
renaming, 206 120, 125-142, 144-147, 152-153, 216- 
retrieving, 44-47, 205 217. 291, 344-346 
searching for, 209-213 Format menu, 85-86 
WPIWPIUS.LEX (dictionary), 171 Format: Edit Paper Definition screen, 
WPIWPJUS.SUP (dictionary), 171 127-132 
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formatting 
cells, 323-327 
date/time for inserting in text, 338- 
339 
diskettes for installation, 385 
formulas, mathematical, 299-301 


Forward Search (F2) command, 163-165 
Forward/Backward options, Search pull- 


down menu, 163-164 
full justification, 109-110 
full-screen display, 30-32, 56 
function keys, 6, 15-18 


Generate option 
Mark pull-down menu, 150 
Mark Text, 149-150, 334 
Goto (Ctrl-Home), 28 
graphics 
boxes, 361 
changing options, 363-366 
creating, 361-368 
creating lines, 375-377 
images 
editing, 372-375 
importing, 369-370 
inverting, 375 
mirroring, 374-375 
rotating, 374-375 
scaling, 374 
Graphics (Alt-F9) command, 155-156, 
363-368, 371-377 
Figure option, 369-370 
Graphics pull-down menu, 363, 368, 
372-374 
Equation option, 156 
Figure option, 369-370 
Line option, 375-377 


Options option, 364-367 
Text Box option, 371 
grid lines, changing, 319-320 
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hanging indents, 107 
hard 
disk 
installing WordPerfect, 383-384 
starting WordPerfect, 12 
hyphen, 116-117 
page break, 124, 143-144 
return, 8, 26, 117-118 
see also carriage retums 
hardware requirements, 4-5 
headers, 124 
creating, 130-137 
editing, 137-138 
headword, 162, 178 
height, line, 8-4, 118-119 
help, 4 
exiting, 23 
mouse, 21 
on-line, 9, 20-23 
Help (F3), 20, 22 
Hercules Graphics Card, 5 
hidden codes 
deleting, 58-59 
replacing, 169 
revealing. 56-59 
highlighting 
blocks of cells, 315-317 
blocks of text 
keyboard, 63-65, 67-68, 71, 73-74, 
76-77 
mouse, 64 
hyphenation, 114-117 
hyphens 
hard, 116-117 
soft, 116-117 
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images, graphics 
editing, 372-375 
importing, 369-370 
inverting, 375 
mirroring, 374-375 
rotating, 374-375 
scaling. 374 
importing graphics images, 369-370 
Indent (F4) command, 104-107 
indenting 
parapraphs, 106-107 
text, 104-105 
indents, hanging, 107 
indexes, 354 
initial fonts, 84 
selecting, 392-393 
Initial Settings option, 24 
initializing printers, 393 
input file, 266, 268 
insert mode, 44, 48-49 
inseming 
blank lines, 49 
columns/rows, 313-315 
date/time in text, 335-337 
spaces, 48 
text, -18-49 
Installation menu, Printer option, 389- 
390 
installing 
printers, 381, 356-388 
new, 388-390 
WordPerfect 5.1. 381-393 
floppy disk. 384-386 
fonnatting diskettes, 385 
hard disk, 383-384 
interactive macros, 223, 233-237 
inverting graphics images, 375 
invisible soft retum., 117-118 
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joining cells, 315-316 
justification, 109-115 
keyboard, 15-17 
commands, 395-404 
customizing, 18 
highlighting blocks of text, 63-68, 71, 
73-74, 76-77 
moving the cursor, 27-29 
Keyboard Layout option, 18 
keys 
see also commands 
+ (Screen Down), 28 
(Screen Up), 28 
alphanumeric, 15, 18 
Alt, 18 
arrow, 27 
Backspace, 49 
Ctrl, 18 
Ctrl-2 (Compose), 151-153 
Ctrl-Backspace (Delete Word), 49-50 
Ctrl-End (Delete to End of Line), 50 
Ctrl-Home (GoTo), 28 
Ctrl-PgDn (Delete to End of Page), 50 
Ctrl-V (Compose), 151-153 
cursor-movement, 15, 18-19, 27-29 
Del (Delete), 49, 71 
Esc (Repeat), 29 
function, 6, 15-18 
Num Lock, 19 
numeric, 15, 19 
PgDn (Page Down), 28 
PgUp (Page Up), 28 
Shift. 18 
sorn, 266, 271-278 
Tab, 104 
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labels, mailing, 258-263 
landscape orientation, 129 
Layout pull-down menu 
Align option, 78, 105-107, 111-113, 
339-341 
Columns option, 284-290, 292-301 
Document option, 87-88, 98, 114-115, 
147, 216-217 
Footnote/Endnote options, 331-336 
Line option, 86, 90, 102, 110, 119-120, 
146, 291, 344-346 
Math option, 292 
Other option, 109, 145, 152-153 
Page option, 125-142 
Styles option, 158 
Tables option, 306-307, 310-317, 319- 
322, 324-327 
Left-Right Indent (Shift-F4) command, 
105-106 
left justification, 109-110 
left margins, changing, 84-88 
permanently, 89-90 
libraries, macro, 233-237 
Line Draw option, Tools pull-down 
menu, 378-379 
line 
height, 84 
changing, 118-119 
sort, 266-267, 269-275 
spacing, changing, 119-120 
Line option, 
Format menu, 85-86 
Graphics pull-down menu, 375-377 
Layout pull-down menu, 86, 90, 102, 
110, 119-120, 146, 291 
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lines 
Dreaking, 117-118 
centering berween margins, 111-112 
creating griphics, 375-377 
deleting, 50 
drawing, 377-379 
numbering 
automatic, 344-345 
displaying, 346 
options, 345 
removing, 347 
tuming off, 346 
List (F5) command, 46-17, 188-190, 201- 
216, 218 
List Files option, File pull-down menu. 
46-47, 188-190, 201-218 
lists, 355 
alphabetical features, 22-23 
Ln indicator, l-4 
location (paper), 129-130 
lowercase, block of text, 70-77 


macro 
editor, 223, 231-232 
libraries, 233-237 
Macro Define (Ctrl-F10) command. 224- 
227, 230-232, 234-237 
Macro (Alt-F10) command, 227-228 
Macro option, Tools pull-down menu, 
224-228, 230-232, 234-237 
macros 
Alt-letter, 222-226 
creating, 224-227 
descriptive, 222-226 
editing, 231-232 
execution, backing out, 229 
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interactive, 223, 233-237 
replacing, 229-230 
running, 226-228 
stopping, 228-229 
unnamed, 222, 226-228 
mail merge, 240-242 
mailing labels, 258-263 
managing 
directories, 201-216 
files, 201-218 
margins 
absolute, 91 
left and right, 84-90 
top and bottom, 133 
Mark Text (Alt-F5) command, 149-150, 
334, 351-354 
Mark pull-down menu 
Generate option, 150 
Table of Contents option, 352-354 
marking files, 215-218 
master 
diskettes, backing up, 382-383 
document, 330, 351, 356 
math 
columns, 291-301 
setting tabs, 291-292 
definition, 282 
Operator, 282 
Math Definition screen, 297-299 
Math option, Layout pull-down menu, 
292 
mathematical 
formulas, 299-301 
operations, 291-301 
measuring tabs, 103 
menu selection, 30-33 
backing out, 32-33, 35 
mouse, 34 
menus 
Definition, 368 
Edit pull-down 
Append option, 73-75 
Comment option, 348-350 
Convert Case option, 77 
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Copy option, 68, 70 
Delete option, 52 
Move (Cut) option, 67, 70 
Paste option, 68 
Protect Block option, 144 
Reveal Codes option, 56-59 
Select option, 51, 69, 80, 82 
Switch Document option, 53-55, 
70 
Undelete option, 52-53 
Window option, 55-56, 100 
File pull-down 
Exit option, 40-41 
List Files option, 46-47, 188-190, 
201-216, 218 
Print option, 74, 138, 182-188, 190- 
197, 389-393 
Retrieve option, 45 
Save option, 39, 40, 307 
Setup option, 89, 90, 92 
Font pull-down, 94-97, 154 
Appearance option, 148-149 
Base Font option, 98-99 
Characters option, 151-153 
Format, Line option, 85-86 
full-screen, 30-32 
Graphics pull-down, 363, 368, 372- 
374 
Equation option, 156 
Figure option, 369-370 
Line option, 375-377 
Options option, 364-367 
Text Box option, 371 
Layout pull-down 
Align option, 78, 105-107, 111-113, 
339-341 
Columns option, 284-290, 292-301 
Document option, 87-88, 98, 114- 
115, 147, 216-217 
Footnote/Endnote option, 331-336 
Line option, 86, 90, 102, 110, 119- 
120, 146, 291, 344-346 
Math option, 292 
Other option, 109, 145, 152-153 


Page option, 125-142 
Styles option, 158 
Tables option, 306-307, 310-317, 
319-322, 324-327 
Mark pull-down 
Generate option, 150 
Table of Contents option, 352-354 
Not Found, 174 
one-line, 30-32 
pop-ouf, 32 
pull-down, 21, 30, 32-34, 405-410 
Search pull-down 
Fonvard/Backward options, 163- 
164 
Replace option, 166-169 
Setup, 14, 18-20, 24, 32 
Sorn and Select, 269, 278-280 
Table Editor, 311-313 
Thesaurus, 179 
Tools pull-down 
Date Text/Date Code options, 337- 
338 
Define option, 343 
Line Draw option, 378-379 
Macro option, 224-228, 230-232, 
234-237 
Merge Codes option, 243-249, 252, 
261 
Merge option, 250-251, 257-258, 
262 
Outline option, 340-341 
Paragraph Number option, 342 
Sort option, 267-280 
Spell option, 171-173, 176 
Thesaurus option, 177-178 
merge, 240-242 
merge codes 
{DATE}, 247-248 
{END FIELD], 243, 245, 276 
{END RECORD), 243, 246, 276 
{FIELD NAMES}, 243-245 
{(FIELD}fieldname, 247-250 
{PAGE OFF}, 251-252 
{PRINT}, 251-252, 257 


Merge Codes (Shift-F9) command. 2-43- 
250, 252. 257, 261-263 

Merge Codes option, Tools pull-down 
menu, 243-249, 252, 261 

Merge option, Tools pull-down menu. 
250-251, 257-258, 262 

Merge/Sort (Ctrl-F9) command, 257-258. 
267-280 

merging files 
to print envelopes, 257-258 
primary and secondary files, 249-252 
printing, 251-252, 257-258, 261-203 

messages 
* Please wait °, 38 
Repositioning, 28 

mirroring graphics images, 374-375 

mouse, 5, 19-20 
deleting text, 52 
highlighting blocks of text, 04 
menu selection, 32, 31 
moving cursor, 29-30) 
on-line help, 21 

Mouse option, 20 

move operation, 62 

Move (Ctrl-F4) command, 51. 07-70, 74- 
75, 80, 82 

Move (Cut) option, Edit pull-down 
menu, 67, 70 

moving 
between documents, 69-70 
blocks of text, 65-68 
columns, 79-81 
files, 206 
sentences/paragraphs/pages, 69 


N 


naming files, 39-40 

newspaper-style columns, 282-284 
creating from existing text, 285-287 

Not Found menu, 17:1 
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Num Lock key, 19 
numbering 
lines 
automatic, 344-345 
displaying, 346 
options, 345 
removing, 347 
tuming off, 346 
pages, 138-142 
paragraphs, 339-340, 342-343 
style, changing, 343 
numeric keys, 15, 19 


offset, 361 
on-screen 
printing, 37-38 
template, 23 
one-line menus, 30-32 
open style, 157-158 


Options option, Graphics pull-down 


menu, 364-367 
Orientation 

landscape. 129 

portrait, 129 
Original Document Backup, 38 
orphan, 124, 145-146 


Other option, Layout pull-down menu, 


109, 145, 152-153 


Outline option, Tools pull-down menu, 


340-341 
outlines 

creating, 339-341 

editing, 341-342 
output file, 266, 268 
overstrike, 151-153 


P 


IPAGE OFF} merge code, 251-252 
[PRINT] merge code, 251-252, 257 
page breaks 

automatic, 142-143 

hard, 124, 143-144 

soft, 124, 143 
Page Down (PgDn), 28 
page numbers, 138-142 
posiuoning, 138-139 
suppressing, 140-141 


Page option, Layout pull-down menu, 


125-142 
Page Up (PgUp), 28 
pages 
breaking, 142-144 
centering, top to bottom, 134 
copying, 69 
deleting, 51 
moving, 69 
numbering, 138-142 
paired style, 157-158 
paper 
size, 124 
type, 126-128 
Paragraph Number option, Tools pull- 
down menu, 342 
paragraphs 
copying, 69 
deleting, 51 
indenting. 106-107 
moving, 69 
numbering, 339-340, 342-343 
sorn. 266-267, 269-275 
parallel columns, 282, 287-290 
defining. 288-290 
entering text, 290 
Paste option, Edit pull-down menu, 68 
Pg indicator, 14 


PgDn (Page Down) key, 28 
PgUp (Page Up) key, 28 
pop-out menus, 32 
portrait orientation, 129 
Pos indicator, 14, 26 
positioning 

endnotes, 334 

page numbers, 138-139 


previewing documents, 36, 193-196, 370 


primary merge file, 240-242 
creating, 247-250 
Print (Shift-F7) command, 74, 138, 182- 
188, 190-197, 370, 389-393 
print 
files, 206 
job, 187 
quality, changing, 196-197 
queue, 182, 187 
displaying, 192 
Print option, File pull-down menu, 74, 
182-188, 190-197, 389-393 
Print: Control Printer screen, 190-192 
Printer option, Installation menu, 389- 
390 
PRINTER.TST (test document) file, 184 
printers 
controlling, 190-192 
initializing, 393 
installing, 381, 386-388 
new, 388-390 
selecting, 182-184 
printing 
advancing, 135 
blocks of text, 73, 74 
disk directory, 190 
documents, 182 
envelopes, 257-258 
from disk, 187-190 
jobs 
canceling, 191 
displaying, 192 
merged files, 251-252, 257-258, 261- 
263 


number of copies, 196 
pages 
selected, 185-186 
single, 185 
screens, 184, 187 
suspending, 192 
test, 184 
unsaved documents, 37-38 
Protect Block option, Edit pull-down 
menu, 144 
protecting blocks of text, 14-i 
pull-down menus, 6, 9, 19, 21. 30, 32-34. 
405-410 


Q 


Å- ee 


question mark (7) wild-card character, 
200, 213 
queue, 182, 18? 


R 


records, 240-241, 266 
redlining, 146-148 
blocks of text, 148-150 
removing, 149-150 
relative tabs, 103 
renaming files, List Files screen, 200 
Repeat (Esc) key, 29 
Replace (Alt-F2) command, 166-169 
Replace option, Search pull-down menu. 
166-169 
Repositioning message, 28 
restoring 
blocks of text, 72 
deleted text, 35, 52-53 
rows/columins, 315 
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Retrieve (Shift-F10) command, 45 


Retrieve option, File pull-down menu, 45 


retrieving 
blocks of text for copying, 68 
files, 44-47, 205 
Reveal Codes (Alt-F3 or F11) command, 
44, 56-59, 333, 347 
deleting footnotes, 333 
displaying margins, 87-90 
removing line numbers, 347 
Reveal Codes option, Edit pull-down 
menu, 56-59 
revealing hidden codes, 56-59 
revising documents, 44 
right justification, 109-110, 112-115 
right margins, changing, 84-88 
permanently, 89-90 
rotating graphics images, 374-375 
rows, 304-305 
columns, 313-315 
inserting, 313-315 
restoring deleted, 315 
shading, 321-322 
ruler, tab, 100-101 


Save (F10) command, 38-40, 73, 307 
Save option, File pull-down menu, 39- 
40, 307 
saving 
blocks of text, 72-73 
documents, 38-40 
automatically, 38 
tables, 307 
scaling graphics images, 374 
Screen (Ctrl-F3) command, 55-56, 100. 
342-343. 378-379 
Screen Down (+) key. 28 
Screen Up (-) key. 28 
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screens 
clearing, 41 
Document Initial Codes, 85, 90, 138 
editing, 13-14 
Format: Edit Paper Definition, 127- 
132 
List Files, 201-206 
printing from, 188-190 
Math Definition, 297-299 
Print: Control Printer, 190-192 
printing, 184, 187 
resizing, 56 
Sort, 266-268 
splitting, 9, 54-55 
uncluttered, 9 
Search pull-down menu 
Forward/Backward options, 163-164 
Replace option, 166-169 
searching documents, 162-169 
searching for 
conditions, 214-215 
files, 209-213 
words/phrases, 212-213 
secondary merge file, 240-241 
creating, 242-246 
sorting, 266-267, 276-280 
Select option, Edit pull-down menu, 51, 
69, 80, 82 
selecting printers, 182-184 
sentences 
copying, 69 
deleting, 51 
moving, 69 
setting tabs, 99-103 
Setup (Shift-F1) command, 89-90, 92 
Setup menu, 14, 18-20, 24, 32 
Setup option, File pull-down menu, 89- 
90, 92 
shading rows, 321 
viewing on-screen, 322, 326 
Shift key, 18 
single column, displaying, 286-287 


soft 
fonts, selecting, 390-392 
hyphen, 116-117 
page break, 124, 143 
returns, 8, 26, 117-118 
deletable, 118 
invisible, 117-118 
sort 
keys, 266, 271-275, 277-278 
operations 
line, 266-267, 269-275 
paragraph, 266-267, 269-275 
secondary merge file, 266-267, 
276-280 
table, 266-267 
order, 271-278 
Sort and Select menu, 269, 278-280 
Sort option, Tools pull-down menu, 267- 
280 
sorting data, 266-280 
Spaces, inserting in text, 48 
spacing, line, 119-120 
special characters, 150-153 
Spell (Ctrl-F2) command, 171-173, 176 
Spell option, Tools pull-down menu, 
171-173, 176 
SPELL.EXE utility, 171 
Speller, 169-176 
splitting 
cells, 315, 317-318 
screens, 54-55 
spreadsheet, 304 
starting page number, changing, 139-140 
starting WordPerfect, 11 
floppy disk, 12-13 
hard disk, 12 
status line, 8, 14 
unit of measurement, 91-92 
stopping macros, 228-229 
strikeout, 146-148 
blocks of text, 148-150 
removing, 149-150 
string. 162-169 


Style (Alt-F8) command, 158 

style library, 157-159 

styles, 157-159 
open, 157-158 
paired, 157-158 

Styles option, Layout pull-down menu, 
158 

subscripts, 124, 154-155 

summaries, document, 216-218 

superscripts, 124, 154-155 

suppressing page numbers, 140-141 

suspending printing, 192 

Switch (Shift-F3) command, 53-55, 09-70. 
76 

Switch Document option, Edit pull-down 
menu, 53-55, 70 

switching between windows, 53-55 

synonym, 162, 177-178 


ee ee 


Tab key, 104 
tab 
align, 107-109 
ruler 
displaying, 100-101 
hiding, 100 
Tab Align (Ctrl-F6) command, 108 
table of authorities, 355 
table of contents, 351-354 
Table of Contents option, Mark pull- 
down menu, 352-354 
tables, 30-1-305 
creating, 305-327 
cursor movement, 307-308 
editor, 305, 316-322 
defining table structure, 310-311 
formatting cells, 323-327 
menu options, 311-313 
prid lines, changing, 319-320 
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inserting in graphics box. 362-363 
sort, 266-267 
structure, 304 
creating, 306-307 
defining with text editor, 310-311 
editing, 313-322 
text 
editing, 309-310 
entering, 308-309 
saving, 307 
Tables option, Layout pull-down menu, 
306-307, 310-317, 319-322, 324-327 
tabs 
absolute, 103 
adding. 102-103 
deleting, 102 
measuring, 103 
relative (to margin), 103 
setting, 99-103 
math columns, 291-292 
template, 125-132 
on-screen, 23 
text 
adjusting after editing, 53 
aligning 
fush right, 112-115 
within cells, 326-327 
Dlocks 
protecting, l44 
printing, 186 
spelling check, 176 
boldfacing, 93 
box, 362-363 
columns, 282-290 
convening to document comments, 
350 
deleting. -19-52 
editing in tables, 309-310 
enhancing, 93-99 
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entering, 26 
in box, 370-371 
in tables, 308-309 
in parallel columns. 290 
indenting. 104-105 
inserting, 48-49 
restoring, 35, 52-53 
typing, 23-24 
underlining, 93 
Text Box option, Graphics pull-down 
menu, 371 
Text In‘Out (Ctrl-F5) command, 347-350 
Thesaurus, 170-173, 177-178 
menu, 179 
Thesaurus (Alt-F1) command, 177-178 
Thesaurus option, Tools pull-down 
menu, 177-178 
time 
code, 337 
formatting. 338-339 
inserting in text, 335-337 
Timed Document Backup, 38 
Tools pull-down menu 
Date Text/Code options, 337-338 
Define option, 343 
Line Draw option, 378-379 
Macro option, 224-228, 230-232, 234- 
237 
Merge Codes option, 243-249, 252, 
261 
Merge option, 250-251, 257-258, 262 
Outline option, 340-341 
Paragraph Number option, 342 
Sort option, 267-280 
Spell option. 171-173, 176 
Thesaurus option, 177-178 
top margins, changing, 133 
tuming off, line numbers, 346 
typeover mode, 44, 48-49 
typing text, 23-24 


U 


Undelete option, Edit pull-down menu, 
52-53 

Underline (F8) command, 76 

underlining text, 75, 93 

unit of measurement, changing, 91-92 

unnamed macros, 222, 226, 228 
creating, 227 

uppercase, block of text, 76-77 

user-defined box, 362-363 


VGA system, 5 
View Document option, 36 
viewing 
cell attributes on-screen, 326 
documents, 138, 182, 184, 193-196, 
370 
shaded rows on-screen, 322, 326 


W 


widow, 124, 145-146. 
width 
binding, 195-196 
columns, adjusting, 324-325 
wild-card characters 
asterisk (°), 200, 213 
question mark (?), 200, 213 
Window option, Edit pull-down menu, 
55-56, 100 


windows, 44 
full-screen display, 56 
switching between, 53-55 
word wrap, 8, 26 
WordPerfect 5.1 
Starting, 11 
floppy disk, 12-13 
hard disk, 12 
installing, 381-393 
words, deleting, 49-50 
words/phrases, searching for, 212-213 
WP{WPIUS.LEX (dictionary) file. 171 
WP(WPI]US.SUP (dictionary) file, 171 
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More Computer Knowledge from Que 


Lotus Software Titles 
1-2-3 Database Techniques ..................- 24.95 


1-2-3 Release 2.2 Business Applications........ 39.95 
1-2-3 Release 2.2 Quick Reference ............ 7.95 
1-2-3 Release 2.2 QuickStart.................. 19.95 
1-2-3 Release 2.2 Workbook and Disk.......... 29.95 
1-2-3 Release 3 Business Applications ......... 39.95 
1-2-3 Release 3 Quick Reference.............. 7.95 
1-2-3 Release 3 QuickStarnt.................... 19.95 
1-2-3 Release 3 Workbook and Disk ........... 29.95 
1-2-3 Tips, Tricks, and Traps, 3rd Edition....... 22.95 
Upgrading to 1-2-3 Release 3 ................- 14.95 
Using 1-2-3, Special Edition ...............000. 24.95 
Using 1-2-3 Reiease 2.2, Special Edition........ 24.95 
RISING: 1526 FAGIGESS 6 osc cs cccasvasedoxnsntsa 24.95 
Using Lotus Magelan, sssi sscessessctseecess 21.95 
Using Symphony, 2nd Edition...........-...+-- 26.95 


Database Titles 
dBASE Ill Plus Applications Library............. 24.95 


dBASE Ill Plus Handbook, 2nd Edition.......... 24.95 
dBASE Ill Plus Tips, Tricks, and Traps......... 21.95 
dBASE Ill Plus Workbook and Disk ............ 29.95 
dBASE IV Applications Library, 2nd Edition ..... 39.95 
dBASE IV Handbook, 3rd Edition .............. 23.95 
dBASE IV Programming Techniques............ 24.95 
GBASE IV ODORO isc idecaesaveenieeasscecs 21.95 
dBASE IV Quick Reference.................... 7.95 
GBASE TV GUICKSION is cstiicesusscxenecaxaas 19.95 
dBASE IV Tips, Tricks, and Traps, 2nd Edition .. 21.95 
dBASE IV Workbook and Disk................. 29.95 
dBXL and Quicksilver Programming: 

Beyond OGRSE: sscicacrinrdecxcrtiuaenesees 24.95 
R:BASE User's Guide, 3rd Edition.............. 22.95 
Use CADDIE riistaan din 24.95 
Using DataEase..... TEEST TA EEATT 22.95 
USING PONOR et cteersvcrnventinpssapinvesens 19.95 
Usno Pado S airis 24.95 
Applications 
Software Titles 
AutoCAD Advanced Techniques ............... 34.95 
AutoCAD Quick Reference ................0055 7.95 
AUINOGAD: SOUCEDOOK sensta 24.95 
Excel Business Applications’ IBM Version....... 39.95 
Introduction to Business Software............-.. 14.95 
PC Tools Quick Reference. ...........-....6. 7.95 
Smart Tips, Tricks, and Traps ...... SOE N 24.95 
Using AutoCAD, 2nd Edition. .............-565. 29.95 
Using Computers in Business. ................- 24.95 
Gono DED aaa eos 21.95 


Using Do!lars and Sense: IBM Version, 


ENG ENON i eraa ANRA 19.95 
Usmo ENaDielOA -srice niania ears 23.95 
Using Excel IBM VerSiOn ic sssciccaceaseroseces 24.95 
Using Gonone GADD ccicscscccaseesadsnswades 24.95 
Using Harvard Project Manager................ 24.95 
Using Managing Your Money, 2nd Edition....... 19.95 
Using Microsoft Works: IBM Version............ 21.85 
Using PROCOMM PLUS eases scsewiedeswesanas 19.95 
Using OGA, 2nd EdHtiOns visscsscsdassvssoiersas 21.95 
USING CUBMID 6 vis ica Siar EREE TASTAT 21.95 
SING E a iaa aS 19.95 
Usna SMa senina A 22.95 
Using SmanWare I... ..... cece cen ececcsscccs 24.95 
Using SuperCalc5, 2nd Edition................. 22.95 


Word Processing and 
Desktop Publishing Titles 


DisplayWrite QuickStart ....................00. 19.95 


Harvard Graphics Quick Reference............. 7.95 
Microsoft Word 5 Quick Reference............. 7.95 
Microsoft Word 5 Tips, Tricks, and Traps: 

IBM VO NON cance cn cirenceseeees rk 19.95 
Using DisplayWrite 4, 2nd Edition.............. 19.95 
Using Freelance PS .<.s5cccensacsecsews ye ces 24.95 
Using Harvard Graphics... ccs cavsivsvicseannees 24.95 
Using Microsoft Word 5: IBM Version........... 21.95 
Using MultiMate Advantage, 2nd Edition........ 19.95 
Using PageMaker: IBM Version, 2nd Edition .... 24.95 
Using PRS: Fist CHOC): cccisssvenncteravases 22.95 
Using PFS: First PUblShGS sciscisiccsirissco 22.95 
Using PIOSSional. WING acc sicdaweanseinens des 19.95 
IGEN) ONIN 55. eacneiauenguaau ne cekamecaenens 21.95 
Using Ventura Publisher, 2nd Edition........... 24.95 
Using WordPerfect, 3rd Edition ................ 21.95 
Maade selagi o Ss EEE ET 24.95 
Using WordStar. 2nd Edition................... 21.95 
Ventura Pub!isher Techniques and Applications. . 22.95 
Ventura Publisher Tips, Tricks, and Traps....... 24.95 
WordPerfect Macro Library ................086. 21.95 
WordPerfect Power Techniques................ 21.95 
WordPerfect QueCards: essc 21.95 
WordPerfect Quick Reference ................. 7.95 
Word erect OUICKSION icciéscceicrscscavews 21.95 
WordPerfect Tips, Tricks. and Traps. 

PNG BOON dc ctchusntensestaceageacataaeurss 21.95 
WordPerfect 5 Workbook and Disk............. 29.95 


Macintosh/Apple I! Titles 
THO Big Mae Bokira iana 27.95 


Exce! QuickStart ........ EE EEE ee eames 19.95 
Exoel Tips. Tricks. and TANS ncn siccucane sscce 22.95 
Using AppleWorks, 3rd Edition..... EEEE AET. 21.95 
Using AppleWorks GS suiro oniranran 21.95 
Using dBASE Mac..... ETE E E 19.95 
Usina Dollars and Sense: Macintosh Version.... 19.95 
Using Excel: Macintosh Verson ...............- 22.95 


Using FullWrite Professional ...........0csseee. 21.95 


USING Pipera: rrypa orite saswsanenees 24.95 
Using Microsoft Word 4: Macintosh Version..... 21.95 
Using Microsoft Works: Macintosh Version, 

end EQUION : 5. ceuussccaneueeeee O 21.95 
Using PageMaker: Macintosh Version .......... 24.95 
Using WordPerfect: Macintosh Version.......... 19.95 


Hardware and Systems Titles 


DOS Tips, Tricks, and Traps ...............06. 22.95 
DOS Workbook and DISK i.6cc cicdescciaswenans 29.95 
Hard Disk Quick Reference..............-..065 7.95 
IBM PSS Handbook sc cccseicceesicscanuessads 21.95 
Managing Your Hard Disk, 2nd Edition ......... 22.95 
MS-DOS Quick Reference....................- 7.95 
MS-DOS QUCKStaMt sé vadinstsadsaaviwkennewes 21.95 
MS-DOS User's Guide, Special Edition......... 29.95 
Networking Personal Computers, 3rd Edition .... 22.95 
Norton Utilities Quick Reference ............... 7.95 
Te Pnner Be viivcuxeuseccaccaunekvonweenss 24.95 
Understanding UNIX: A Conceptual Guide, 

200 HOON sicnis ci sareunt mashed? week oenees 21.95 
Upgrading and Repairing PCs................. 27.95 
USUI DOS oi ccamncitecdinadsgnninsgndawnds 22.95 
Using Microsoft WinGOWS, vciiisccsasscenae one 19.95 
Using NOVEN NoWa osc siecd cividuneneeends 24.95 
SW IB sine ere xibedden dee naanasanenes 23.95 
Using PC DOS, Sid EqutiOtics ijcccccadacscenas 22.95 


Programming and 
Technical Titles 


Assembly Language Quick Reference .......... 7.95 


G Programmers TOO iis secdevcrcasenancves 39.95 
C Programming Guide, 3rd Edition............. 24.95 
G Quick FGIBIONCE .icssciscdcccasesus sadasi 7.95 
COS and BIOS Functions Quick Reference ..... 7.95 
DOS Programmer's Reference, 2nd Edition ..... 27.95 
Power Graphics Programming ................. 24.95 
QuickBASIC Advanced Techniques............. 21.95 
QuickBASIC Programmer's Toolkit ...........-. 39.95 
QuickBASIC Quick Reference ...............+- 7.95 
SQL Programmer's Guide ..........-..00eeeees 29.95 
Tube G Programing <.icsccsasscssstasosse 22.95 
Turbo Pascal Advanced Techniques............ 22.95 
Turbo Pascal Programmer's Toolkit............. 39.95 
Turbo Pascal Quick Reference..............++- 7.95 
Using Assembly Language .............+s+eees 24.95 
Using QuICKBASIC 4.0.05. scsccccvcnenasesonsinns 19.95 
USING TUDO Pasil sossarna 21.95 


For more information, call 


1-800-428-5331 


All prices subject to change without notice. 
Prices and charges are for domestic orders 
only. Non-U.S. prices might be higher. 


Free Catalog! 


Mail us this registration form today, 
and we'll send you a free catalog 
featuring Que`s complete line of 
best-selling books. 

Name of Book 

Name 

Tule 

Phone ( ) 

Company 

Address 

Cits 


State ZIP 


Please check the appropriate answers: 


l. Where did you buy your Que book? 
O Bookstore (name: ____) 
C] Computer store (name: ) 
L] Cataloe (nome? oo) 
C) Direct from Que 
)] Other: — 


2. How many computer books do you 


buy a year? 

O lorless 

o 2-5 

gO 6-10 © 

O More than 10 


. How many Que books do you own? 


D 1 

g 2-5 

O 6-10 

C More than 10 


. How long have you been using 


this software? 

C] Less than 6 months 
C) 6 months to J year 
O 1-3 years 

C] More than 3 years 


. What influenced your purchase 


of this Que book? 
C] Personal recommendation 
(_] Advertisement 
O In-store display 
C] Price 

C) Que catalog 

[O Que mailing 

C Que's reputation 
C Other: 


6. 


How would you rate the overall 
content of the boak? 


C Very good 
O Good 

O Satisfactory 
O Poor 


7. What do you like best about this 


10. 


Que boak? 


. What do you like least about this 


Que book? 


. Did you buy this book with your 


personal funds? 
O Yes OQ No 


Please feel free to list any other 
comments you may have about 
this Que book, 


QUe 


Order Que Books To day! 


kie Method of Payment: 

Title Check [] (Please enclose in envelope.) 
Company Charge My: VISAC] MasterCard [ 
City American Express (} 

State zıp Charge o 
Phone No ( ) Expiration Date 


Price fotal 


Title 


Order No. 


You can FAX your order to 1-317-573-2583. Or call 1-800-428-5331, ext. ORDR to order direct. 


Please add $2.50 per title for shipping and handling. 


Oue 


Subtotal 


Shipping & Handling 


Tta LO 


NO POSTAGE 
NECESSARY 


IF MAILED 
IN THE 
UNITED STATES 


BUSINESS REPLY MAIL 


First Class Permit No. 9918 Indianapolis, IN 


Postage will be paid by addressee 


Que 


11711 N. College 
Carmel, IN 46032 


mmm á- Å á á- mmm wee eee aie ee ee 


NO POSTAGE 
NECESSARY 


IF MAILED 
IN THE 
UNITED STATES 


BUSINESS REPLY MAIL 


First Class PermitNo.9918 Indianapolis, IN 
Postage will be paid by addressee 


QUe 


11711 N. College 
Carmel, IN 46032 


$19.95 USA 
$25.95 CAN 
£18.45 U.K. 
IBM: WORD PROCESSING 


WORDPERFECT 51 
= QuickStart 


The Step-By-Step Approach 


Io yourself word processing essen- 
tials with Que’s WordPerfect® 5.1 
QuickStart! Hundreds of illustrations lead 
you step-by-step through the basic con- 
cepts and functions of WordPerfect 5.1. In 
a fast-paced visual approach, this text 
introduces you to WordPerfect documents, 
files, macros, tables, merging, referencing, 
and graphics. 


Snin lis Learn how to... 
USING 
WORDPERFECT 5.1 WE Create, save, 
Se ay retrieve, and 
modify 
documents 


@ Format lines, 
paragraphs, and 
pages 

EŒ Improve 
accuracy with 
the spell-checker 
and thesaurus 


1104 


Å- 


Features hundreds of illustrations 
and step-by-step directions! 


ES OE oe 


Each chapter focuses on one operation or set 
of operations, with specific instructions for 
both keyboard and mouse functions. Chapter 
and topic indexing on each two-page spread 
makes it so easy to find the information you 
need! 


Put the focus on fast results with Que’s 
WordPerfect 5.1 QuickStart! 


E Build macros for 
better efficiency 


© Merge and Print 
documents 


dBASE TY 


E Draw lines and 
import graphic 
images 


ISBN 0-88022-558-0 


: 90000 
QUe“ 9780880225588 | | 


